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LEARNING ADMINISTRATOR

INTRODUCTION

HHS Learning Portal/LMS: These terms are used interchangeably and refer to
the same system. The Learning Management System (LMS) is a Department-
wide system for managing, accessing, and tracking training. As a Department-
wide system, the overall LMS is managed at the HHS level — hence the name
HHS Learning Portal. The following are some concepts and terms you should
understand before beginning to perform administrative tasks in the LMS.

LEARNER PROFILE

The Learner Profile contains information about the learner such as
employee status, start date, name, and organization. The profile does not
contain personally identifiable information (PIl) such as the employee’s social
security number or date of birth.

The Learner Profile receives data from the following sources on a nightly
basis:

e NIH Enterprise Directory (NED)
e Capital HR
e Commissioned Corp Personnel Database

Anyone given an NIH Enterprise Directory (NED) account will automatically
be given an LMS account. Due to the nightly updates, all data changed
in the learner profile will be overwritten, with the exception of the learner
e-mail and manager fields and account code.

The Learner Profile fields with which you should be most concerned are:

e E-mail: Accurate email addresses in the LMS will ensure learners
receive notifications generated by the LMS.

e Manager: Manager data is generated by the last timecard approved for
all Federal employees. Non-Federal employees do not have managers
assigned however they can be updated by Local Learning Registrars
and People Administrators.

e Organization: LMS learner accounts are grouped in the system
according to Organization/SAC Code. (See Appendix A.) Errors in this
data must be corrected in the HR system for the learner. Once the
data is updated in the HR system, it will be updated in the LMS the
following day.
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SECURITY DOMAINS

Security Domains in the LMS are used to segment users into hierarchical groups
of people who should all have the same basic security permissions. The HHS
Learning Portal is comprised of many domains; some of which are strictly
dedicated to NIH, its staff and learning resources. (See Appendix C for a graphic
depiction.)

These domains allow for the partitioning of the following components that may be
managed by various administrator security roles:

Component Example...

Business rules NIH offerings with tuition require manager approval prior to registration
confirmation.

Notifications NIH email notifications include NIH-specific information and logos.

Locations, facilities, NIH resources are only available to NIH administrators in the LMS.

and rooms

User accounts Only NIH administrators may access and modify the accounts of NIH
staff.

NIH has its own domain to ensure that all NIH employees and contractors
have access to NIH-specific training resources. Having an NIH domain also
prevents users in other domains (other agencies within HHS) from viewing
and accessing NIH-specific training resources.

LMS users are unable to see information in domains that are at a higher or
equal level in the hierarchy. Their permissions trickle down, which means they
can see items in their own domain and sub-domains only.

The following are all sub-domains of the NIH domain:

NIH Training Center (NIHTC)

Clinical Center (CC)

Center for Information Technology (CIT)

Office of Research Services (ORS)

National Institutes of Allergy and Infectious Diseases (NIAID)
NIH Common

For a graphic representation of the HHS Learning Portal domain structure
please refer to Appendix C of this document.
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SECURITY ROLES

Security Roles further define the permissions of individual users in a security
domain. Most of the security roles in the LMS are ‘tied’ to the domain (e.g., a
user assigned the Learning Administrator security role at the NIH domain has
permission to manage NIH courses, as well as everything in NIH sub-
domains).

Every user in the LMS has the Learner security role. If a learner designated as
the Manager in someone’s LMS profile, they will automatically have the role of
Manager/Supervisor assigned to them.

Domain-Specific Security Roles include:

Learning Administrator
Content Administrator
Domain System Administrator
People Administrator

There is one Security Role that is defined by Organization/SAC code instead of
the domain which is the Local Learning Registrar (LLR). This restricts the LLR to
performing actions associated with learners within a specific organization or SAC
code.

LEARNING ADMINISTRATOR ROLE

The LMS Learning Administrator role is for those who manage courses,
offerings, resources, certifications, and curricula. With Learning Administrator
privileges you will be able to do the following:

Create/edit locations, facilities, rooms, equipment, and inventory items
Create/edit courses

Create/edit offerings

Create/edit catalog categories

Manage a roster

Manage learning requests

Register learners for offerings

Place orders for multiple learners

View enrollments, curricula, certifications and/or courses assigned to others
View and edit transcripts for other learners

Add external learning to transcripts

Create/edit certifications and curricula

Generate various reports

This user manual will guide you through the process of using the privileges
assigned to you as a Learning Administrator.
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LMS TERMS AND DEFINITIONS

Audience Types - Audience Types are used to group learners in the system.
Similarly, Audience Sub-Types allow for the further grouping of learners within
an Audience Type.

These groups can then be used to control access to learning offerings in
the LMS:

» by associating audience types and subtypes at the course level

» by attaching audience types with seat percentages at the delivery type
level

> by specifying seat numbers for audience subtypes at the offering level.

Certification — A predefined set of courses that have been grouped together,
with a deadline for completion. Credentials earned by completing the
certification may expire on a predetermined date.

Closing a Competency Gap — A competency gap can be closed by
increasing the calculated gap number to zero or higher. Closing the gap can
be accomplished by completing or updating a learner self-assessment, or a
manager/supervisor assessment, usually after relevant training has been
completed or additional experience has been gained.

Competency — A competency is a skill, knowledge, or behavior that can be
measured, calculated, acquired, specified, or tested. Examples of
competencies include “Java Programming”, “Written Communications”,
“Product Knowledge”, and “People Skills”. Assigned competencies “required”

and assessed competencies are “held.”

Competency Gap — This is a measure of the learner’s current competency
proficiency minus his/her required competency proficiency level. This value
indicates how much training, development, and learning is needed in order
to make measurable increases to performance.

Course — A course is organized training with planned objectives for learners
to complete. Courses may be offered using a variety of delivery types and
may have multiple offerings.

Curriculum — A predefined set of courses that have been grouped together.
A learner must complete all courses to complete the curriculum.

Delivery Type — A delivery type is the method through which the course
content will be presented to learners. Some examples of delivery types are:
Online Training, Traditional Classroom, Books, Video, and Webcast.

Descriptors — Behavioral descriptors are descriptions associated with
competency proficiency levels. They are intended to help establish an anchor
that raters and viewers can use when assessing the proficiency level of a
learner.

Enrollment — An offering that a learner is registered for, but has not yet
completed.

Facility — A facility is the actual building at a specific location. An example
would be Building 31, which is part of the NIH Main Campus location.

Page | 4



Job Families — A job family is a collection of related jobs.

Job Roles — Roles identify specific skills required to perform a job. Roles can be
shared across multiple jobs. Role definitions may include:

» Competencies — competencies required to perform the role (including
criticality of the competency and minimum required proficiency)

» Certifications — certifications required to perform the role.
» Curricula — curricula required to perform the role.
» Attachments — additional information about the job role.

Jobs — In the LMS, jobs are listed according to the OPM job series number. A
job can be a collection of roles. It can inherits the competencies, certifications,
curricula and attachments of the associated roles. Job definitions may include:

» Roles — define the functional responsibilities for the job.

» Next career steps — other jobs that represent likely promotion paths for
people who hold the job.

» Attachments — additional information about the job function.

Learning Plan — Learning plans allow learners to keep track of learning offerings
and other tasks needed for general development. Every LMS learner has a single
learning plan. Learners can set or view the progress of each item in their learning
plan. In addition, users with certain privileges (like managers) can also view
progress on the learning plan items.

Location — A location is either a geographic location, such as Bethesda, or the
name that serves as an identifier, such as NIH Main Campus.

Multi-Rater Assessment (MRA) — A multi-rater assessment (MRA) is a method
by which a learner’'s competencies are assessed by supervisors, peers,
subordinates, and customers.

Offering — An offering is the specific date and time a course will be presented to
learners. In most cases, offerings are limited to specific dates, times, locations,
facilities, and rooms. The exception would be self-paced courses, such as online
training, where the offering is available to the learner at any time. Offerings are
often referred to as classes.

Order — An order is created when an administrator signs another person up for
an offering.

Prescriptive Rule — Prescriptive rules are used to dynamically assign goals or
learning (offerings, courses, certifications, curricula, etc.) to people as a group.
Prescriptive rules are defined to assign the prescribed goals/learning.

Proficiency Level — Proficiency levels represent the scale on which a
competency is measured. Examples of the proficiency levels used at NIH
include “Fundamental Awareness”, “Novice”, “Intermediate”, “Advanced”,
and “Expert”.

Ratee — The employee whose competencies are being rated.
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Rater — An individual who is completing a competency assessment of someone
else.

Registration — A registration is created when a learner signs up for an offering.

Room — A room is a designated space, such as a conference room, classroom,
or auditorium, found within a specific facility. An example would be Conference
Room A in Building 31.

Security Role — A security role is a set of privileges assigned to a user. A user
can be a learner, a manager, an alternate manager, a registrar, an instructor, or
an administrator. The permissions granted to a user through a security role
apply to the specified domain.

Session Template — A session template is a general format used to show the
learner when a course is being offered. Session templates should contain the
day and time the offering will be held. Examples of session templates are:

» Mon 9 - 11
> Mon-Wed9-5
» Mon, Wed, Fri 1 —4:30

Surveys — A survey is a questionnaire that a respondent uses to evaluate a
service or provide general feedback.

Transcript — a record or history of training taken by a learner.
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CATALOG CONFIGURATION

CATEGORIES

Categories are used to group courses so that learners can find them easily when
searching the catalog by category. It is beneficial for your IC to have its own
category. Subcategories can be created to further organize courses into logical
groups.

| CREATING CATEGORIES

1. Select the Admin Icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access! Nm)} NIH LearningAdmin

2. Select Categories in the left navigation menu.

e Courses
Offerings Title Course ID
Learning Requests Domain @ Audience TypeiSubtype . @

StlscupRon P Configure | Save Search Query

Subscription Order History Search

Easy Entry Templates
Course Mew Course |
Session Templates
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories «f—
Certifications
Curricula
Blended Programs
Interest List
Resources
Pricing
Continuing Education Plans
Knowledge Base
Production Repository
Content Tools

Reports

Learning Administration
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3. Click the New Category link.

Categories

Mame Domain =

Configure | Save Search Query
Search

Categories —»llew Category

4. In the Name field, enter the name of your category.

5. In the Description field, enter a brief explanation of the types of courses that
will be found in the category. (optional)

6. From the Parent Category field, select the category under which you want
your category to appear in the catalog (e.g., “01 — NIH Courses”).

NOTE: It is recommended that new categories have the “01 — NIH Courses”
category as their parent category. This will ensure that your courses will be
found when a learner browses the LMS catalog for all NIH related training.

7. Click the Save button.

New Category

Mame* Sample Category

Description Enter a description here

Disable Category E

Parent Category 01 - NIH Courses &
.

Domain* NIH &

Category Deeplink URL

—l Save Cancel
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8. Click the Add Owner link.

Category Details: Sample Category

Name* Sample Categary

Description Enter a description here

Disable Category C

Parent Category 01 - NIH Courses &
Domain MIH

Category

hitps:iftest learning. hhs gowSabaiWeb/Cloud/goto/BrowseCategoryURL?

Deeplink URL  categoryld=nifid000000000031106&isTop=false
Owner —P-Add Owner
Mo items found

Save Cancel

9. Enter search criteria for an owner and click the Search button.
10.Click the checkbox associated the owner’'s name.
11.Click the Select button.

12.The owner will now be displayed on the Category Details screen.

Search Person, Internal
Supervisors: you can easily display all of your staff by entering your login ID into the "Manager™ field, clicking
the Magnifying Glass graphic, and then clicking the "Search™ button.
Population™® Internal |z| First Name nik
Last Name leaming Person ID
—
Usemame Manager &)
i =
Organization !E Location |g,
. (&
Domain & Person Type -Select One- B
Security Roles  -Select One- |Z| Include All Suborganizations [
—fp Search
Select
People Print | Export
Showing 1 out of 1 resulis
[ First Name |Last Name Username Person Type Person ID Organization Location Manager
@ MIH LeamingAdmin  MNIHLEARNINGADMIN  Other 00165951 HMNAME MIHMANAGER
- Select Close
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NOTE: You may disable a category at any time by clicking the Disable Category
checkbox.

Category Details: Sample Category

Sample Category

MName*

Description Enter a description here

Disable Category - [

Parent Category 01 - NIH Courses ™)
Damain MNIH

Category hitps:itestlearning.hhs.gowsSabaVeb/Cloudigota/BrowseCategorylURL?

Deeplink URL  categoryld=nifid000000000031106&isTop=false

Owner Add Owner
Name Actions
NIH LearningAdmin - Dclcte

= Save Cancel

NOTE: You may delete an owner at any time by clicking the Delete link in the
Actions column.

13.Click the Save button.
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‘ DELETING CATEGORIES

1. Select the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access! | L % - .NIH)} NIH LearningAdmin

2. Select Categories in the left navigation menu.
3. Enter the name of the category in the Name field.
4. Click the Search button.
5. Click the Delete link in the Actions column.
R Categories
Courses
Offerings Name sample category Domain |E
Sboaipon ek - Configure | Save Search Query
Subscription Order History Search  d—
E25Y NN emMates Categories Mew Category | Print | Export | Modify Table
Session Templates Showing 1 out of 1 rasults
i Name Description Domain Actions
Catalog Guide
e Sample Category Enter a description nere MNIH =P Delete
Tasks

Cerlificale Templales

Certmicate |emplate Keyworads

Ceriifications

6. Click OK in the confirmation popup.

Message from webpage

il

:I Are you sure you want to delete?

—»| ok || Cancl

7. The category is

now deleted.

IMPORTANT! It is recommended that you disable categories that you don’t wish
to use rather than delete them. Other courses that you are unaware of may also

use the category.
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MANAGING RESOURCES

LOCATIONS

Locations are used in the system primarily to deliver learning in your education
services operation and optimize the use of learning resources in your
organization. Use locations to define places where scheduled offerings are
delivered and where resources are located.

Locations are required for instructor-led training, and identify the places
where scheduled learning offerings (i.e. classes) are delivered. Locations
must be assigned to all instructor-led scheduled offerings. The locations
must be set up in advance, prior to creating and assigning them to scheduled
offerings. Please search for and modify existing locations before creating
new ones.

Some examples of locations are:
NIH Training Center

Center for Information Technology
YourIC...?

Document the names of the locations, facilities, and rooms that you are using
so you can find them later.

| CREATING LOCATIONS

1.

Click the Admin Icon.

A& HHS Learning Portal

o

‘,\-'; The Joy of Learning Enabled Through Access! | ; b | 'NII-I)} MIH LearningAdmin

2. Click the Resources link.
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Catalog

Offerings

Subscription Orders
Subscription Order History
Easy Entry Templates
Session Templates
Audience Types

Catalog Guide

Packages

Tasks

Cerificate Templates

Categories
Certifications
Curricula

Blended Programs

Resources =

Continuing Education Plans

Certificate Template Keywords

Courses

Title

Domain

Configure | Save Search Query

Course

Course ID

@ Audience Type/Subtype

Search

Mew Course |

3. Click the Locations link.

Calalog

Resources

Localions aff—
Facilities

Raams

Equipmant
Equipment Categories
Irvventory

Inventory Categories

Co

nuing Education Plans
Leaming Administration
Legacy Assessments
Enowledge Base
Pradudion Repasitory
Content Tools

Pricing

Reports

People

Population* Internal =

Lisemame
First Name
Organization
Rale

Audience Type
Competency
Cedification
City

Country

Caontigure | Save Search Query

People

Person D

Manager
Last Name
Locatian
Jab
Damain

Proficiency Level

B EEEE

Cerification Status -Select One-
State

Include All Subarganizations |

=

B E R R

Svarch
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4. Click the New Location link.

Catalo 3
2 Locations
Resources
People Hame
Confgura | Save Seach Query
Search
Facilities
Rooms "
Locations =P [ew Location
Equipment

Equipment Categories

Inventary

Inventory Categories
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools
Pricing

Reports

5. Enter all available information for the new location then click the Save button.

New Location
Mumber
Name* Sample Location
Enabled v
Location Type* Talent & Learning ~
Address 1 1000 Main Street
Address 2
City Bethesda
State MD
Zipcode 20785
Country us
Administrator NIHLEARNINGADMIN IE!.
Phone 1 301-435-1000
Phone 2
Email sample@nih.gov
Fax
Department ID |E|.
Domain® NH &
TimeZone* (GMT-05:00) Eastern Time (US & Canada) -
Other Information
Description
il Save Cancel

NOTE: All fields in RED are required to save.
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6. The screen will refresh displaying the Related Info tab and the Owner section.

Location Details: Sample Location

Number
MName*
Enabled
Location Type*
Address 1
Address 2
City

State
Zipcode
Country
Administrator
Phone 1
Phone 2
Email

Fax

Department ID

Domain®

TimeZone®

Owner

Mo items found

Other Information

Description

00014737
Sample Location
2

Learning v

1000 Main Street

Bethesda
MD
20785
us

MNIHLEARNINGADMIN

301-435-1000

sample@nih.gov

NIH

(GMT-05:00) Eastern Time (US & Canada)

—p Add Owner

Save Cancel

Page | 15



ADDING AN OWNER TO A LOCATION

1. After saving the location, click the Add Owner link to add the person
responsible for managing the location.

Owner

m— Add Owner

MNo items found

2. Enter the search criteria for the owner and click Search.
3. Click the Checkbox next to the name of the owner.
4. Click the Select button.

Search Person, Internal
Supervisors: you can easily display all of your staff by entering your login ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search™ button.
Population* Internal |Z| First Name MNIH
Last Name Learning Perzon ID
o
Username Manager 'i'
oyl rdl
Organization !."i Location EJ
Domain |§7 Person Type -Select One- lz‘
Security Roles  -Select One- |Z| Include All Suborganizations [
—Jp  Search
Select
People Print | Export
Showing 1 out of 1 results
[ First Name |Last Name Username Person Type Person ID Organization Location Manager
[ nNH LeamingAdmin MNIHLEARNINGADMIN Other 00165951 HNAMGE MNIHMANAGER
—  Select Close

5. The owner will now appear at the bottom of the Location Details screen.

NOTE: You may delete an owner by clicking the Delete link in the Actions
column for the appropriate owner.

Owner

Name

MIH LearningAdmin

Add Owner

Actions

—p [lclete

NOTE: You may add multiple owners by repeating these steps.
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‘ADDING ATTACHMENTS TO LOCATIONS
1. Click the Related Info tab.

Location Details: Sample Location
Number 00014737

Name* Sample Location

Enabled v

Location Type* Learning gl

Address 1 1000 Main Street

Address 2

City Bethesda

State MD

Zipcode 20785

Country us

Administrator NIHLEARNINGADMIN &
Phane 1 301-435-1000

Phone 2

Email sample@nih.gov

6. Click the Add Attachment link.

Location Details: Sample Location

Attachments —» Add Attachment

Mo items found

Notes Add MNotes

Mo items found

7. Attachment Name - Enter a name for the attachment in this field.

8. Type - Select the radio button that describes the type of attachment.

9. URL - enter a valid URL for the website.

10.File — Click Browse to search your computer for the file to be attached.
11.Category - Select a Category for the attachment from the pull-down menu.
12.Locale — This should be set to English which is the default setting.

13.1s Private — Check this checkbox if you would like to restrict visibility of the
attachment to users registered for an offering at the location.
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14.Click the Save button.

New Attachment

*=required

Attachment Name* | NIHTC Website

Type™ @ yrRL  hitp/Arainingcenter.nin.gov

' File Browse...
Categony® Website E
Locale* EnglishE
|5 Private | |

—fp  Save Close

Your attachment will now appear on the Location Details screen.

Click the Attachment Name link to open it and verify that the file/URL works
properly.

Click the Edit Attachment link in the Actions column to return to the attachment
details and make changes.

Click the Delete Attachment link in the Actions column to remove the attachment
from the location.

Location Details: Sample Location

Attachments Add Attachment | Print | Export

Attachment Name Type Category Locale Private  Actions

NIHTC Website URL  Website Engish  No P Edit Attachment

“ Delete Attachment eff—

NOTE: You may add as many attachments as needed by repeating these steps.
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‘ADDING NOTES TO LOCATIONS
1. Click the Add Notes link.

Location Details: Sample Location

Attachments Add Attachment

Mo items found

MNotes — Add Notes

Mo items found

2. Select a Category for the note from the Category drop-down menu.

3. Enter the note in the Notes field.
4. Click the Save button.

New Note
Categony™® Administrative E‘-
Motes* =3 Thiz location belongs to NIH. .

—P Save Close

5. Notes will appear on the Related Info tab of the Location Detail

Location Details: Sample Location

Attachments Add Attachment

Mo items found

Notes Add Notes | Print | Expart | Modify Table
Created by Created On Note
MIHLEARMIMGADMIMN 02192015 This location belongs to MIH.

NOTE: Notes are permanent and cannot be deleted or edited. You
additional notes as needed.

S screen.

may add
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‘ MODIFYING LOCATIONS

1. Select the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access/ | ; b 4 - | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

i Courses
Offerings Title Course ID
| ol
Subscription Orders Domain | & Audience Type/Subtype &
e - S
Subscription Grder History Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course New Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
RESOUICE:S efm—
3. Select Locations in the left navigation menu.
Catalog people
Resources
Localion:s e —
Usemame Manager &
Facimes
Firsl Name Lasl Mame
Ruoms e i
Organization & Location iy
Lauipment :
Hole ﬁ Jlah g
Equipmenl Caleguories i} 5
Audglence Type & ooman &
Irnventiary
1 =
el o Tl Compelency = Pioficency Level =
e : Certification 2; Certification Status -Select One- -
Confinuing Cducation Plans
Leaming Administration g D
| agacy Assessmants Gountry Include All Suborganizations
Knowledge Base Configure | Save Search Query
Search
Production Repasitory

4. Enter the name of the location in the Name field.
5. Click the Search button.
6. Click the location name.
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Catalog Locations

Resources
People Name Sample Location <
Conigure | Save Search Quer

Facilities it o

Rooms < : : :
Locations Mew Location | Print | Export | Madify Table

Equipment Showing 1 out of 1 results

Equipment Categories
Name  City Administrator Phone 1 Email Fax |Location Type Actions

Inventory

R R _pfoacrr;ﬁ';n Bethesda NIHLEARNINGADMIN 30143%" sample@nin gov Leaming Delete

7. Modify the location details as needed then click the Save button.

Location Details: Sample Location

Mumber 00014737

Name® Sample Location

Enabled v

Location Type* Learning -

Addrese 1 1000 Main Street

Address 2

City Bethesda

Gtate MD

Zipcode 20785

Country us

Adrminislialon NIHLEARNINGADMIN |E

Fhone 1 301-435-1000

Phone 2

Email sample@nin.gov

Fax

Department ID I_ET

Domain® NIH |E

TimeZone* (GMT-05:00) Eastern Time {(US & Canada) -
Ownear Add Owner
Name Actions

MIH | eamingAdmin Nelate

Other Information

Description

—  SAVE Cancel
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DELETING LOCATIONS

IMPORTANT! You should only delete Locations that you created. Once a location
is associated with an offering or delivery type, the location cannot be deleted until
that relationship is broken.

1. Select the Amin lcon.

P2 HHS Learning Portal

The Joy of Learning Enabled Through Access! | & % o | 'MH)} NIH LearningAdmin

2. Click the Resources in the left menu.

i Courses
Offerings Title Course ID
¥l =
Subscription Orders Domain |£]] audience Type/subtype [r=
Subscripti e ¢
ST AL TR R Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course New Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
RES50UCE S afm—
3. Select Locations in the left navigation menu
Calaluyg
ke People
Resources
Locahons +=—
Usemame Manager |
Facililivs
Firat Namea L astName
Rooms - ==
Urganization & Locaton &
Equipment = v
Role &) Job &,
Fouipment Categories
Audience Type g Domain E’
Inventory
| e &=
Inventon Calegories Competency & Proficiency | evel L
Gontinuing Education Plans Certfication 2’ Cerincation Status -Select One- -
Learning Adminisiration cny State
Lag: Counlry Include All Suborganizalions ||
Knowledye Base Configure | Save Search Guery
Search
I’roguction Repository

4. Enter the name of the location in the Name field.
5. Click the Search button.
6. Click the location name.
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Catalog :
3 Locations
Resources
People Mame  Sample Location T
Configure | Save Search Query
Facilities Search o—
Rooms g i
Locations New Location | Print | Cxport | Modify Tably
Equipmant Showing 1 out of 1 results
Equipment Categories
Name  City Administrator Phone 1 Email Fax Location Type Actions
Inventory
Sampl -435-
Inventory Categories PAMP®  Beimesda NIHLEARMINGADMIN 017 samplegnin.gov Leaming = Dclete

7. Click OK in the confirmation dialog box.

Message from webpage

S

|:e] Are you sure you want to delete?

—>ox |

Cancel ]

8. The location is now deleted from the LMS.

NOTE: If you cannot delete a location because it has been associated with an
offering, you can alternatively disable the location so it can no longer be used.

Disable a location: In step 6, click the title of the location, then uncheck the
Enable checkbox on the Location Details screen.

Humber

Mame*

Enabled

Location Type*

Location Details: Sample Location

00014737

Sample Location

v

Learning -

6. Click the Save button at the bottom of the page.
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FACILITIES

Facilities are the actual buildings or units used to deliver scheduled offerings
associated with a location. The facilities contain the rooms that will be used to hold
the training classes. The facilities must be set up in advance, prior to creating and
assigning them to scheduled offerings.

IMPORTANT! You must assign facilities to locations in order to be able to use
them.

IMPORTANT! Please search for and modify existing facilities before creating new
ones.

Some examples of Facilities at NIH are:
Building 31 (NIH Main Campus)
Parklawn Building (Fishers Lane — Bethesda, MD)

Document the names of the locations, facilities, and rooms that you are using so
you can find them later.

‘CREATING FACILITIES

1. Select the Admin Icon.

#72 HHS Learning Portal

§ The Joy of Learning Enabled Through Access! | 1 b 4 e o | .NH-I)} NIH LearningAdmin

2. Click the Resources in the left menu.

S Courses
Offerings Title Course ID
Tl |
Subscription Orders Domain | & Audience Type/Subtype &

b S
Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula

Blended Programs

RESOUICES ffm—

3. Select Facilities in the left navigation menu.
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Catalog
Resources
Locations
Facilities
Rooms
Equipment
Equipment Categories
Inventory
Inventory Categories
Cunlinuinyg Educalivn Plans
Learning Administration
Legacy Assessments
Knowlcdge Base

Production Repository

People

Population® Internal

llzemamea
First Mame
Cydnizalion
Role
Audience Type
Competency
Certification
City

Country

Confligure | Save Seaich Query

& @& E R ®

Person ID

Manager

Last Mame
Localion

Job

Domain
Proficiency Level
Ceriification Status
State

Include All Suborganizations 7]

-Select One-

&

&l (@ @ (@

Search

7. Click the New Facility link.

Catalog

Resources
People
Locations

Rooms

Equipment

Equipment Categories

Facilities

Facility Number

Administrator

Configure | Save Search Query

Facilities

Search

= ['lew Facility

8. Enter all available information for the new facility.

9. The Domain field should be set to NIH.

10.Click the Save button at the bottom of the screen.

NOTE: All fields in RED are required to save.
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New Facility

Facility Number
Mame*
Administrator
Contact Phone
Contact Fax
Contact Email
Address 1
Address 2

City

State

Zip

Country
Carporate Mumber
Disabled

Laocation

Domain*

Sample Facility
Facility Manager
301-435-5000
301-435-1212
Facility@nih.gov
1000 Main Street

Rockville
MD

20852
Maontgomery

[ —
Sample Location
NIH

—

Save

Cancel

IMPORTANT! You must select a Location at which this Facility resides in order
for the facility to become available for administrators to assign it to an offering.

11.Click the Save button.

NOTE: From this screen, you may also check the Disabled checkbox to disable
the facility. You can enable the facility again at a later date by un-checking the
Disabled checkbox.
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‘ADDING AN OWNER TO YOUR FACILITY
1.

responsible for managing the facility.

Facility Details: Sample Facility

Facility Number 00006522

Mame* Sample Facility
Administrator* Facility Manager
Contact Phone 301-435-5000
Contact Fax 301-435-1212
Contact Email Facility@nih.gov
Address 1 1000 Main Street
Address 2

City Rockville

State MD

Zip 20852

Country Montgomery

Corparate Number

Disabled i

Location Sample Location
Domain® NIH

Owner

Mo items found

&
&

= Add Owner
Save Cancel

4. Enter the search criteria for the owner and click Search.

5. Click the Checkbox next to the name of the owner.

6. Click the Select button.

After saving your facility, click the Add Owner link to add the person
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Search Person, Internal

Supervisors: you can easily display all of your staff by entering your login ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search™ button.

Population® Internal |Z| First Mame NIH
Lasl Mame Manager Person 1D
o
Usermname Manager E'
= =7
Organization & Location £
=
Domain &) Person Type -Select One- 2
Security Roles  -Select One- |Z| Include All Suborganizations [
—P  Search
Select
People Print | Export
Showing 1 out of 1 results
(] First N\ame Last Name Username Person Type PersonlID Organization Location Manager
00037384

[ NIH Manager MNIHMANAGER ~ Other 00165949  HMNAMG

T

—)p  Select Close

7. The owner will now appear at the bottom of the Facility Details screen.

Add Owner

Owner
Name Actions
TIH Ianager —p Delete

_P Save Cancel

NOTE: You may add multiple owners by repeating these steps and may delete an
owner at any time by clicking the Delete link in the Actions column for the

appropriate owner.
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‘ADDING ATTACHMENTS TO FACILITIES

1. Click the Related Info tab.
2. Click the Add Attachment link.

Facility Details: Sample Facility

Attachments - Add Attachment

Mo items found

MNotes Add MNotes

Mo items found

Tasks Add Task

Mo items found

3. Enter a name for the attachment in the Attachment Name field.
4. Select the Type of attachment.
* URL - enter a valid URL for the website.

* File — Click Browse to search your computer for the file to be
attached.

5. Select a Category for the attachment.
6. Locale should be set to English which is the default setting.

7. s Private — Check this checkbox is you would like to restrict visibility of the
attachment to users registered for an offering at the facility.

8. Click the Save button.

New Attachment

*=required
Attachment Mame® MNIHTC Website
Type* @ yURL http:/ftrainingcenter nih.gov

2 File Browse...
Category® Website |Z|
Locale* EnglishE
s Private ]
_... Save Close

Page | 29



9. Your attachment will now appear on the Facility Details screen.

a. Click Attachment Name to open it and verify that the file/URL
works properly.

b. Click Edit Attachment in the Actions column to return to the
attachment details and make changes.

c. Click Delete Attachment in the Actions column to remove
the attachment from the Facility.

Facility Details: Sample Facility

Attachments Add Attachment | Print | Export
Attachment Name Type Category Locale Private  Actions

i . ’ —» Edit Attachment
MIHTC Web L‘— URL Websit English M
s R e A Delete Attachment =

Notes Add Notes

Mo items found

Tasks Add Task

Mo items found

NOTE: You may add as many attachments as needed.
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‘ MODIFYING FACILITIES

1. Select the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access! | L % - | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

Catalo
e
Offerings Title Course ID
il 77|
Subscription Orders Domain | & Audience Type/Subtype | &)
i - o
Sl s i Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course MNew Course |
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Cerificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources e
3. Select Facilities in the left navigation menu.
People
Populalion® Intemal = Person ID
Usemame Manager &
First Name Last Name
Crganization & Location &
Equipmant
Role & &
Enquipment Calegories
Augience Type & pomain &
Inventory
Competency & pronciency Level &
Cenincation 2" Cenncation Status Select One -
City state
Lagacy Assessments Country Incluge All Suborganizations
Knowledge Base Configure | Save Search Query
Search
Eraduction B

4. Enter search criteria for the facility then click Search.
5. Click the name link of the facility you want to edit.
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Facilities
Facility Mumber
Administrator

Configure | Save Search Query

Facilities
Showing 1 out of 1 results

Name Facility Number

Sample Facility noooE522

Name Sample Facility

=
Location &

Search

—

Mew Facility | Print | Export | Modify Table

Location Administrator Actions

Sample Location Facility Manager Delete

6. Modify the facility details as needed.

7. Click Save.

Facility Number 00006522

Sample Facility

MName*

Facility Manager

Administrator*

Contact Phone 301-435-5000
Contact Fax 301-435-1212
Contact Email Facility@nih.gov
Address 1 1000 Main Street
Address 2

City Rockville

State MD

Zip 20852

Country Montgomery
Corporate Mumber

Disabled [

Location Sample Location
Domain® NIH

Owner

Name

NIH Manager

Facility Details: Sample Facility

&
&
Add Owner
Actions
Delete

Save Cancel
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DELETING FACILITIES

IMPORTANT! You should only delete Locations that you created. Once a location
is associated with an offering or delivery type, the location cannot be deleted until
that relationship is discontinued.

1. Select the Admin Icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access! N - | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

saEcd Courses
Offerings Title Course ID
= —
Subscription Orders Domain | & audience TyperSubtype &
Subscri istory .
Sl SRl R Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course MNew Course |
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Cerificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resource s e
3. Select Facilities in the left navigation menu.
Catalog People
Resources
Locations
Usemame Manager &/
Facilities s
Firat Name Last Name
Roarr N3
Organizaton Q’ Locatian &/
Rals & ov &
Augience Type & pomain &
Competency & pronciency Level &
Ceninicaton Q' Cerncation Statlus -Select One- -
City State
Legacy Assessments Country Include All Suborganizations
Configure | Save Scarch Guery
Search
Production Reposiory

4. Enter search criteria for the facility then click Search.
5. Click the Delete link of the facility you want to remove.
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Facilities

Facility Number Mame Sample Facility wf—
-
Administrator Location | &)

Configure | Save Search Query

—p  Search
Facilities Mew Facility | Print | Export | Modify Table
Showing 1 out of 1 results
Name Facility Number Location Administrator Actions
Sample Facility 0000E522 Sample Location Facility Manager Delete

6. Click OK in the confirmation dialog box.
Message from webpage w

:'I Are you sure you want to delete?

—»| ok || Canced |

7. The facility is now deleted from the LMS if it is not associated with an offering.
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ROOMS

Rooms are one of the learning resources used to deliver learning in your
education services operation. Rooms are always associated with a facility. You
assign rooms as resources to instructor-led offerings.

Eligible rooms for an offering are determined by the location of the offering. When
you assign a room to an offering you can specify additional reservation information
for the room. Rooms must be set up prior to assigning them to scheduled
offerings.

IMPORTANT! Please search for and modify existing rooms before creating new
ones.

Some examples of rooms are:
Conference room

Classroom 1

Classroom 2

Document the names of the locations, facilities, and rooms that you are using so
you can find them later.

|CREATING ROOMS

1. Select the Admin Icon.

¢ HHS Learning Portal

¥ The Joy of Learning Enabled Through Access! | l w v o | 'NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

szt Courses
Offerings Title Course 1D
= —
Subscription Orders Domain & audience Type/Subtype £

cub d ary
Subscription Order Histary Gonligiie) Save Search Qier)

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula

Blended Programs

Res0Urcesaf—

3. Select Rooms in the left navigation menu.
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Catalog

Resources

People

Rooms

People Fopulation” Intemal -~ Person ID
Locations -
Usemame Manager L4
Facilities
First Name Last Name
RO0MS ff— - =
Qrganization & Location "3
Equipment = =
Rale & Jab "3
Equipmant Categories = =
FIROED Audienca Type & Domain "3
mventory
ronioe Calsgoriea Campetency 2/ Proficiency Level g
ing Eu o Cemhication &, Cemfication Status -Select One- -
Leaming Ad city State
Legacy Assessmenls Country Include All Subarganizalions
Knowledge Base Configure | Save Search Query
Search
Produeion Henasitary
4. Click the New Classroom link
Catalog
Rooms
Resources
—
People Name Location &)
Locations Facility J
Eacifins Configure | Save Search Query
Equipment

—p- [ew Classroom

5. Enter all available information for the new room.
6. The Domain field should be set to NIH.
7. Click the Save button at the bottom of the screen.
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NOTE: All fields in RED are required to save.

New Room

Mame* Sample Classroom

Room D

Max. Capacity* 30

Location® Sample Location &
Disable —P [

Administrator NIHLEARNINGADMIN &
Room Type* Internal Class Room -

Facility Sample Facility ]
Technical Support Contact ilé?i'
Domain® NIH &

Other Information

Description

Amenities

—Pp  Save Cancel

NOTE: From this screen, you may also check the Disable checkbox to disable the
room. You can enable the room again at a later date by un-checking the Disable
check box.
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ADDING AN OWNER TO YOUR ROOM

1. Click the Add Owner link to add the person responsible for managing the
room.

Room Details: Sample Classroom
Default rate 0.00 USD has been added for this resource. Please update if required.
Mame* Sample Classroom

Room 1D 00007540

Max. Capacity® 30

Location® Sample Location &

Disable I

Administrator NIHLEARNINGADMIN «

Room Type* Internal Class Room -

Facility Sample Facility &

Technical Support Contact LEI.

Domain® NIH LET

Owner e Add Owner
Mo items found

Other Information

Description

Amenities

Rates Add Rates | Print | Export
Rate Actions
0.00 US Dollars

Save Cancel

2. Enter the search criteria for the owner the click the Search button.
3. Click the Checkbox next to the name of the owner.
4. Click the Select button.
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Search Person, Internal

Supervisors: you can easily display all of your staff by entering your legin ID into the "Manager” field,
clicking the Magnifying Glass graphic, and then clicking the " Search” button.

Population® Internal |Z| First Name MNIH
Last Name Manager Person ID
— 7
Username Manager |.(-i|
L L
Organization |."'£| Location U—il
=7
Domain [ Person Type -Select One- [=]
Security Roles  -Select One- |Z| Include All Suborganizations [
—_— Search
Select
People Print | Export
Showing 1 out of 1 results
[ First Name Last Name |Username Person Type Person D COrganization Location Manager
] MIH Manager MIHMAMAGER ~ Other 00165949 HMAMG 00037384

t

_> Select Close

Room Details: Sample Classroom

Mame* Sample Classroom
Room ID 00007540
Max. Capacity* 30
Location* Sample Location &
Disable []
Administrator NIHLEARNINGADMIN <
Room Type® Internal Class Room -
Facility Sample Facility €
Technical Support Contact |E|.

-
Domain® NIH &
Owner Add Owner
Name Actions
MIH Manager g [elcte

5. The owner will now appear near the bottom of the Room Details screen.
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NOTE: You may add multiple owners by repeating these steps and may delete an
owner at any time by clicking the Delete link in the Actions column for the
appropriate owner.

‘ADDING ATTACHMENTS TO ROOMS

1. Click the Related Info tab.
2. Click the Add Attachment link.

Room Details: Sample Classroom

Attachments —p Add Attachment

Mo items found

MNotes Add Notes

Mo items found

Tasks Add Task

Mo items found

3. Enter a name for the attachment in the Attachment Name field.
4. Select the Type of attachment.
 URL - enter a valid URL for the website.

* File — Click Browse to search your computer for the file to be
attached.

5. Select a Category for the attachment.
6. Locale should be set to English which is the default setting.

7. s Private — Check this checkbox is you would like to restrict visibility of the
attachment to users registered for an offering in the room.

8. Click the Save button.

Page | 40



New Attachment
* = required
Attachment Name® NIHTC Website
Type* @ URL http:/frainingcenter.nih.gov
2 File Browse...

Category* Website  |H
Locale* EninShE
s Private s

-  Save Close

9. Your attachment will now appear on the Room Details screen.

+ Click Attachment Name to open it and verify that the file/URL works

properly.

* Click Edit Attachment in the Actions column to return to the

attachment details and make changes.

* Click Delete Attachment in the Actions column to remove the

attachment from the room.

Room Details: Sample Classroom

Attachments Add Attachment | Print | Export

Attachment Name Type Category Locale Private  Actions

= Edit Attachment

MNIHTC Website URL Websit English M
e s e ” Delete Attachment <l

NOTE: You may add as many attachments as needed.

IMODIFYING ROOMS

1. Select the Admin Icon.

P2 HHS Learning Portal

’ The Joy of Learning Enabled Through Access! | ; b ot o | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.
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e Courses

Offerings Title Course ID
i :

Subscription Orders Domain | €] audience Type/Subtype
e Configure | Save Search Query
Easy Entry Templates
Session Templates

Course
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Cerificate Template Keywords
Categories
Certifications

Curricula

Blended Programs

Resources =

&

Search

New Course |

3. Select Rooms in the left navigation menu.

Catalog People
Resources
Papulation® Intemal = Person 1D
Locatons -
Usemame Manager &
— First Marme Last Marme
RO0IMS aff—
Equipment Organization E Location E
: y Role E Job E
Equipment Categones
Audience Type &’ Domain E
TR Competency & Proficiency Level &
Co.‘-I-rum‘;E:ucatcn Plans Certification E Certification Stalus -Select One- -
Leaming Administration City Stale
Country Include All Suborganizations
Knowledge Base Configure | Save Search Query
Search
Productinn Benasibon
4. Enter search criteria for the room then click Search.
5. Click the name link of the room you want to edit.
Catalog R00m5
Resources
Sample C| Locati &
Peaple Name Sample Classroom ocation £
Locations Facility &
Falities Configure | Save Search Query
I B =
Equipment ; g
Rooms New Classroom | Print | Expart | Madify Table
Equipment Categories Showing 1 out of 1 results
Imventory
Name Location Facility Room Type Max. Capacity Actions
Inventory Categories
o ) Sample / Sample Sample Internal Class o
Continuing Education Plans g Location Facilly g 30 ctions

6. Modify the room details as needed.

7. Click the Save button.
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Room Details: Sample Classroom
Mame* Sample Classroom
Room 1D 00007540
Max. Capacity* 30
Location® Sample Location 74
Disable [
Administrator NIHLEARNINGADMIN LEi’l
Room Type* Internal Class Room -
Facility Sample Facility 4]
Technical Support Contact LEl
Domain® NIH |.§’|
Owner Add Owner
Name Actions
NIH Manager Delete
Other Information
Description
Amenities
Rates Add Rates | Print | Export
Rate Actions
0.00 US Dollars
—i Save Cancel

|DELETING ROOMS

IMPORTANT! You should only delete Rooms that you manage.

1. Select the Admin Icon.

g HHS Learning Portal

g/ The Joy of Learning Enabled Through Access! | L1 ¢

2. Click the Resources in the left menu.

j .NIH)} NIH LearningAdmin
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Catalo
Ceme
Offerings Title Course ID
| el
Subscription Orders Domain [&]]  audience Type/Subtype &)
e, : S
Subscription Order History Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Cerificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources e
3. Select Rooms in the left navigation menu.
People
Population® Intemnal = Person ID
Locations vl
Usemame Manager &
Facilibias
First Name Last Name
Hooms —
Organization &) Location &
Equipment = =
Role &l e &
Equipmemn Calegories
Augience Type & pomain &
Inventory
: - ol
Svieciony oD Competancy & Proncency Level &
= o= Cemficaton &" Cemfication Status -Selact Ona- -
Contin cation Plans
Leaming Administration Chy State
Legacy Assessmenls Counlry Include All Subarganizations
Knowledge Base Configure | Save Search Query
Search
Productinn Renasil

4. Enter search criteria for the room then click Search.

5. Click the Actions link in the Actions column for the room you want to
permanently remove from the system.

6. Click the Delete link.

Catalog
: Rooms
Resources
Peaple Name Sample Classrom Lacation 3"
Locations Facility &
Faciities Configure | Save Search Query
=
Equipment 3
Rooms Mew Classroom | Print | Export | Modify T:' Actions
Equipment Categonies Shawing 1 out af 1 resulta
Deicte lf—
Inventory View Calendar
Name Locatlon Facllity Room Type Max. Capacity Actio
Inventary Categories
1]
Continuing Education Plans f:;chrn ?:;3"9 I;‘;.T: Class 30 ACHONS el

7. Click OK in the confirmation dialog box.
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Message from webpage w

lel Are you sure you want to delete?

—»| ok || Cancel |

8. The room is now deleted from the LMS.

VIEWING ROOM AVAILABILITY

NOTE: The inclusion of location, facility, and room information in the LMS is for
the purpose of communicating class location to Learners.

IMPORTANT! Designating a Room in the LMS does NOT reserve your room
through NIH Events Management or the room owner. You will still need to
reserve your resource as required outside of the LMS.

1. Select the Admin Icon.

2 HHS Learning Portal

* The Joy of Learning Enabled Through Accessl | ; b 4 o 0 | .NIH)} NIH LearningAdmin

2. Click the Resources link in the left menu.

) Courses
Offerings Title Course ID
| |

Subscription Orders Domain | & Audience Type/Subtype o
R N
Subscription Order History Configure | Save Search Query
Easy Entry Templates Search
Session Templates

Course Mew Course |

Audience Types

Catalog Guide

Packages

Tasks

Cerificate Templates
Certificate Template Keywords
Categories

Certifications

Curricula

Blended Programs

Res0Urces

3. Select Rooms in the left navigation menu.
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Catalog
Resources
Locations
Facilities
—

Equipment

Rooms

Equipment Calagorias
Inseentory
Inventory Categorias

Continuing Education Plans

Leamning Administration
Legacy Assessments

Knowledge Base

Bendicbinn Banonei,

People
Population® Intemal - Person 10
Usemame Manager E
Firsl Name Last Mame
Organization E Location E
Role &1 o |7
Audience Type &1 pomain &
Compelency _‘5} Proficiency Level _@I.
Certification &7 Certification Status -Sulect One- -
City Stale
Counlry Include All Suborganizations
Configure | Save Search Query

search

4. Enter search criteria for the room then click the Search button.

5. Click the View Calendar link in the Actions column.

Catalog

Rooms

e Name Sample Classroom Location E
Locations Facility &
FaciiNas Configure | Save Search Query
-
Equipment
Rooms Mew Classroom | Print | Export | Modity T Actlons
Equipment Categories Showing 1 oul of 1 resulls o
Delste
Irventory View Calendsr ff—
Name Location Facllity Room Type Max. Capaclty Actlo
Imventory Categaries
o TR Sample Sample Sample Internal Class - e
SRS RO EINH Classrogm Location Facility Room a9 0008 4—

6. You may toggle views by clicking the Month, Week, and Day tabs at the top of

the screen.

Resource Schedule: 00007540:5ample Classroom Resource Schedule: 00007540:Sample Classroom Resource Schedule: 00007540:Sample Classroom
o I | . | e
-~ I ] -
4 February 23, 2015 » Gote Dum W i Create A
« Feb 2, 2015 G4 1o Dt £
Sunday  Mondsy Tussdsy Wedessdsy Thursday  Friday  Semeday S ol o S0 February 22, 3045 GoleDat E o
' : : : b z n u » b b ]
Sundsy Monday Tossdey Wodnesday Thudsy Fridey  Saturday
8
=
Close Close Clese

CREATING A CALENDAR APPOINTMENT
7. Click the Create Appointment link.
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Resource Schedule: 00007540:Sample Classroom

=g Create Appointment

4 February 23, 2015 ] Go to Date B | oo

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6 7

8. Enter data in all required fields then click the Save button.

Create Appointment
Subject* Staff Meeting
Start Date* 02/03/2015 @
End Date’ 02/03/2015 =
Start Time (format must - o =
be HH:MIY* 09 00 A opm
End Time (format must be : e~ o
HH:MI? 12 00 am. ®pm.
TimeZone* (GMT-05:00) Eastern Time (US & Canada) |Z|
Mates This is an ALL-Hands meeting. -
On Conflict* £ ignore
* Fail
—  Save Close

NOTE: It is advised to leave the On Conflict setting to “Fail”. This will help to
ensure that meetings are not double-booked with previously scheduled meetings.

9. The meeting will now appear on the calendar schedule.
10.Click the meeting link to edit the details of the meeting if needed.
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Resource Schedule: 00007540:Sample Classroom

Create Appointmen

4 February 23, 2015 [¥] Goto Date B | e

i/

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 2 3 4 5 6 T
Staff Me.

!
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AUDIENCE TYPES

Audience Types are used in the LMS to group learners in the system. Similarly,
Audience Sub Types allow for the further grouping of learners within an Audience
Type.

These groups can then be used to control access to learning offerings in the LMS:
by associating audience types and subtypes at the course level

by attaching audience types with seat percentages at the delivery type level by
specifying seat numbers for audience subtypes at the offering level.

The Audience Type NIH-all has already been created and all LMS accounts are
automatically added to it. Many IC-specific Audience Sub Types already exists in
the LMS as well. You may, however, wish to create an Audience Sub Type of a
different grouping that will be used to aid with the registration of Learners.

IMPORTANT!

e New audience types should not be created.

¢ New groups should be created as audience sub-types and they
should appear under NIH-all or one of its sub-types.

e Audience Types and sub-types can only be deleted if they are
unpopulated and not referenced by a course or offering.

‘CREATE AN AUDIENCE SUB-TYPE
1. Click the Admin Icon.

\[_é HHS Learning Portal

g/ The Joy of Learning Enabled Through Access! | 1 S ] o | .NH-I)} NIH LearningAdmin

2. Select Audience Types in the left navigation menu.
3. Click the New Audience Sub Type link.

Catalog

Audience Types

Cuourses

Offerings Mame

Subscription Orders Show System Generated N
Subscription Order History

Search
Easy Entry Templates

Session Templates : .
Audience Types New Audience lype New Audience Sub Iype

Audience es

4. In the Name field, Type “NIH” + a concise, descriptive name for the new
Audience Sub Type.

5. In the Description field, enter a description of what this Audience Sub Type is
being used for.

6. In the Parent field, enter the name of the Audience (or Sub) Type under which
the new Audience Sub Type should fall such as NIH - all.

7. Click the Save button.
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New Audience Sub Type

Name* NIH Sample Audience Type
Description This Aundience type contains LMS -
administrators.
Character Limit:255
Remaining character count: 208
(|
Parent* NIH - all | &

—_— Save Close

IMPORTANT! Any newly created NIH Audience Types should be Sub Types of at
least the NIH-all Audience Type.

ADD ALL USERS IN A SPECIFIC ORGANIZATION/SAC CODE

1. Click the expansion arrow for Organization.

Audience Sub Type Details: NIH Sample Audience Sub Type

Name* NIH Sample Audience Sub Type
Description This Audience type contains LMS
administrators.

Character Limit:255
Parent NIH - all

Audience Type Criteria

Criteria Type @ List © Expression

+ Expand All | Collapse All
Organization

» Person

»* Home Domain

» Job

»* Role

» Person Status

» Person Type

» Manager

Save Close View Members
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2. Click the Add link in the Audience Type Criteria section.

Audience Type Criteria
Criteria Type ® List © Expression

Fxpand All | Collapse Al
¥ Organization

—p- Add

Mo items found

3. Enter search criteria for the organization then click the Search button.

Select Internal Organizations

Organization Type* |Internal [~ ] Name HNAME €—
Mumber City

: 7
Audience Type Q

Configure | Save Search Query

—JP Search
Internal Organizations Print | Export | Modify Table
Showing 1 out of 1 results
Select Name Number City

HNAME 00007228

—»C

Close

4. Click the OK button in the confirmation window.

Message from webpage @

l h HMAME Selected

—> o]
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5. The organization will now be a part of the audience sub type.

Audience Type Criteria
_riteria Type ® List ©  Expression
Expand All | Collapse All
¥ Organization
Add

Showing 1 out of 1 results

Organization Number City Actions

HNAME 00007229 Delete

6. Clicking the Delete link in the Actions column will remove the organization from
the audience sub type.

7. Follow the above steps to add additional organizations or other criteria.

NOTE: Deleting organizations from the audience sub type does not remove the
organization or any of its members from the LMS. It does remove all people with
that organization code in their LMS profile from the audience sub type.

VIEW ALL MEMBERS OF AN AUDIENCE SUB TYPE

1. While viewing the Audience Sub Type Details screen, click the View Members
button.

Audlence Type Criteria

@® list O Fupression
Lxpand All | Collapse Al
* Organization

Add

Showing 1 out of 1 results

Organization Number City Actions
HMAME 00007229 Delete

* Person

* Home Domain
> Job

* Role

» Person Status
» Person Type
* Manager

e ¢

Save Close View Members
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2. All of the members of the audience sub type will be displayed.

View Members

Firsl Narmne Slalus
Last Name User Name
. 7

Merson Type Domain &

/'
Organization -1
Configure | Save Search Query

Search

12345 Next[H
Print | Export | Modify Table

First Name LastMName Manager Organization Status Person Type Home Domain
ALISA GREEN Alfred HNAME Terminated Federal NIH
Alpha Diallo HNAMB Terminated Contractor NIH
Antoinese ClIRVAN HNAME Terminaterd  Contractor NIH
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SESSION TEMPLATES

A Session Template defines a period of time that can be used to schedule learning
offerings. It defines the number of sessions, the length of each session, and the
days of the week and times when each session of the offering will be held.

An example of a session might be:

» Monday and Tuesday from 8:30AM to 4:30PM
» Wednesday 9AM to 12PM then 1PM to 4PM
» The next four Mondays from 9AM to 5PM

Each Session Template consists of one or more sessions, grouped by weeks.
Each session consists of a day of the week, and a start and end time. To
accommodate breaks and meal times, a day can be divided into multiple sessions.
The total hours for a Session Template are calculated automatically, based on the
number of sessions in the template and the length of each session.

Weekly Session Templates are for use with scheduled offerings that are held on
the same days of the week over multiple weeks. For weekly Session Templates,
you specify the duration of the Session Templates in number of weeks. You then
add sessions by specifying start date, start time, and end time for each session.

Each session you add is replicated in the template over the specified duration of
the template.

All Session Templates are NIH-specific and their names are prefaced with “NIH”.

IMPORTANT! Please modify existing Session Templates before creating new
ones.

Name requirements:
Begins with “NIH”

3-letter day codes (Mon, Tue, Wed, Thu, ...)
Hyphenated time (8:30-3, 9-12, 10-11:30, ...)
Session Template examples:

NIH Mon 9 — 11
NIH Mon -Wed 9 -5
NIH Mon, Wed, Fri 1 —4:30
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‘CREATING A SESSION TEMPLATE

1. Select the Admin Icon.

2 HHS Learning Portal

EY The Joy of Learning Enabled Through Access! | l S ot o | .NH-I)} NIH LearningAdmin

2. Select Session Templates in the left menu.

Catzlog Session Templates

Courses
Offerings Name StartDay  -Select One- ~
Subscription Orders Duration (HH:MM)

Subscription Order History

Configure | Save Search Query
Search

Easy Entry Templates

Sesslon Templates g n i
Session Templates —p Mew Session Templale
Audience Types

3. In the Name field, enter a name for the session template according to the
Name Requirements listed on the previous page.

4. Select the Weekly Session Type radio button to define the type of template
you want to create. (Default)

NOTE: If you want to create a new session template that will only be used
once, then select the Ad Hoc radio button instead.

5. In the No. Of Weeks field, enter the number of weeks for which
sessions associated with this template will be held.

NOTE: The No. Of Weeks field does not apply when the Ad hoc session type
is selected.

6. Click the Next button.

New Session Template

Mame* NIH Wed 9am - 5pm
&

Session Type* Weekly
| Ad hoc

No. Of Weeks® 1

— Next Cancel
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7. Click the Add Session link.

New Session Template

MIH Wed 9am - Spm

Mame*

Session

Mo items found

I
Domain* NIH =
Session Type Weekly
Sessions
Mumber of Sessions 0
Total Duration 0 Hours 0 Mins

—p Add Session

Save Cancel

8. From the Session Day drop-down menu, select the day of the week on which
the session will be held.

9. In the Start Time (HH:MM) and End Time (HH:MM) fields, enter the start and
end times for the session.

10. Click the Save button to add the session then click the Close button.

Add Session

Session Day*
Start Time (HH:MMy*

End Time (HH:MM)*

WednesdayE

09 - 00 ®am. ©pm.

05 - 00 Clam. ®pm. *
_., Save Close

NOTE: The session is listed at the bottom of the New Session Template screen
and will be replicated for each week specified in the No. Of Weeks field.

11.To add more sessions to the template, repeat Steps 9 — 13.
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‘EDIT AND DELETE A SESSION IN A SESSION TEMPLATE
1. To edit a session’s details, click the Session link.

Session Template Details: NIIH Wed 9am - 5pm

NIH Wed 9am - 5pm

Mame*

Domain MNIH

Sessions

Mumber of Sessions 1

Total Duration 8 Hours 0 Mins

Session Add Session | Print | Export | Modify Table
Week Session Day Start Time End Time Actions

1 1 Wednesday 09:00 a.m. 05.00 p.m. Delete

0%

Save Cancel

2. Edit the information on the Session Details page then click the Save button.

Session Details

Session Week* 1

Session Day® WednesdayE

Start Time (HH:MM)* 08 S 00 *am. Cpm.
End Time (HH:MM}* 04 - 00 Clam [ ®pm

—_— Save Close

NOTE: Make sure that the Name is reflective of the session day and times that are
selected.

Page | 57



3. Click the Delete link in the Actions column to delete any session.

Session Template Details: NIIH Wed 9am - 5pm
M NIH Wed 9am - 5pm
Domain MIH
Sessions
Mumber of Sessions 1
Total Duration & Hours 0 Mins
Session Add Session | Print | Export | Modify Table
Week Session Day Start Time End Time Actions
1 1 Wednesday 08:00 a.m. 04:00 pmM. =i Delete
Save Cancel
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MANAGING COURSES

COURSE MANAGEMENT LIFECYCLE

Course management in the LMS (whether it’s a course that will be delivered as an
instructor-led, web-based, seminar, or any other type of offering), requires that a
Learning Administrator perform a standard series of tasks during the course’s
lifecycle. Each of these steps is essential to properly creating and managing
learning events (also known as classes or “offerings”) in the system.

The following figure depicts the Course Management lifecycle at a high level:

Start_i

Generate Create\ |

Manage \ Add Delivery'
Delivery _ Types

Reparts Course

Schedule
Offering

Register
Learners

A course is the highest level in the learning hierarchy. It represents a topic of study
that can be delivered in various formats across multiple instances.
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THE LEARNING HIERARCHY

Each learning event that is managed in the LMS is part of a structured series of
hierarchical components. It is this hierarchy that allows us to manage aspects of
how a topic of study will be delivered—or communicated—to learners, at varying
levels of granularity.

NIH-LMS Training
Administrator

Course (NIHTCLMS1003)

DE“VE ry Type Laboratory

Class from

nffprinp' 9/3-9/5 9 9/26 Online Content

SeSSionS Mon 8:30 - 4:30 Tues 8:30 - 4:30 Wed 8:30 - 4:30

The COURSE, as the broadest component, resides at the top of the hierarchy and
is used to manage information that is common to all Delivery Types and Offerings
(or learning events) associated with this topic of study.

DELIVERY TYPES are added by the Learning Administrator once a Course is
created. The Delivery Type is a sub-component of the course, and is used to
manage information that is common to all instances of a specific type of delivery
or communication method. Instructor-Led classes, for example, may have
different information associated with them than Web Casts do for the same
Course (e.g., all instructor-led classes for a particular course are a total of 16
hours in duration, whereas all Web Casts associated with this Course are a total
of 2 hours in duration.

IMPORTANT!Each Course must have at least one Delivery Type in order for you to
set-up a class for which students may register. Courses may have multiple unique
Delivery Type assigned, however, each Delivery Type may only be assigned once
(e.g., no Course may have 2 Instructor-Led Delivery Types assigned, but it may
have one each of multiple Delivery Types assigned.)
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OFFERINGS, or what we traditionally think of as classes, are then created in
association with their respective Delivery Type(s). They are used to manage
information that is specific to a particular learning event for which learners may
enroll. Each Offering, for example, may have different start and end dates, or may
be held in different classrooms.

SESSIONS, which are grouped together in the Session Template, are used by the
LMS to define the start and end times for each day of an Offering. In some cases,
an Offering may only have one Session in the Session Template because it is only
a one-day class. A multi-day class, however, would have multiple Sessions
included in the Session Template; one Session for each day that a Learner is
expected to attend the class. A Monday, Wednesday, and Friday Offering, for
example, will have a separate Session defined for Monday, Wednesday, and
Friday. Those three Sessions together make up the Session Template.

ENTERPRISE HUMAN RESOURCE INFORMATION (EHRI) DATA

When creating a new course, EHRI data must be recorded in the Other
Information section. Any field in this section prefaced with “EHRI:” is required
information; however, because the necessary information may not be available at
the moment the course is created, these fields are not marked as required in the
system. Doing so would prevent you from saving your new course unless all fields
are complete.

Any EHRI field not completed during course creation should be completed as
soon as the information becomes available.

What is EHRI Data?

Enterprise Human Resources Integration is a President’'s Management Agenda
requirement that is tracked by OPM.

The LMS transmits this data to OPM on a bi-weekly basis.
Learning Administrators are responsible for making sure this requirement is met.

Empty or incorrectly completed EHRI fields will be recorded as “errors” by OPM,
and may cause result in NIH being deemed non-compliant with the PMA
requirement.

More information on EHRI may be found at http://www.opm.gov/egov/e-
gov/EHRI/

TIP: Refer to Appendix B of this document for more detailed information about
entering EHRI field data.
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COURSE SETUP

DEFINING A COURSE ID

As part of the course creation process, you will need to generate a unique Course
ID that will be entered during the course creation process.

Please take note of the following:

YV WV V VYV

All Course ID’s are required to start with “NIH”.

Course ID’s are entered manually by the Learning Administrator creating the
course.

They should follow a standardized, structured sequence that is defined by
your organization.

Course ID’s are a valuable tool that help learners locate a particular
course’s offerings in the LMS.

The following graphic depicts the standardized structure of a sample NIH
Training Center Course ID:

NIHTCLMS 1001
/

All Course_ID's are
required to start with
“NIH".

3 digit sequential
number

This indicates that the
course belongs to the
Training Center (TC)

Training Category:
1) Admin = ADM

2) Communications = COM

3) Learning Management
System = LMS /
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‘CREATING A BASIC INSTRUCTOR-LED COURSE

1. Select the Admin Icon.

”% HHS Learning Portal

f§ The Joy of Learning Enabled Through Access! | L X o’ | 'N}H)} NIH LearningAdmin

2. Select Courses in the left menu. (Default)
3. Click the New Course link.

e Courses
Offerings Title Course 1D
e e
Subscription Orders Domain & | pudience Type/Subtype | &
Sub inti ictory
Subscription Order History Configure | e Sench ey
Easy Entry Templates Search
Session Templates
Course =P New Course |
Audience Types

4. Enter all pertinent information about the course including all required fields.
5. Enter information as available in the Other Information section of the page.

NOTE: Although the EHRI fields listed on this screen are not required by the
system, it is the responsibility of the Learning Administrator to ensure that these
fields contain EHRI accepted values.
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IMPORTANT! Please refer to Appendix B of this document for detailed
information about accepted EHRI field values.

6. Click the Save button.

Pricing Information
One-click Launch Enabled =
NEW CUUTSE Cusrency® US Dollars &
0.00
Multi-Currency Pricing & This Course Is availabie only in the currency selectod abave.
. o This Course is avallable in the cumancy selected above and
For information on EHR values, please refer to the 0PI Guide to Data Standards. N Cals
" This Course is available in all the active currencies in the
system. Mode: Prices are only calculated for currencies that have
exchan ge rates defined in the aystem
Tmlmng Units.
Course Details
Title* NIH LMS Tfamlﬂg Sﬂmple Registration Information
Min Count 5
Course ID* NIHLMS00001 Max Count 25
Waillist Max 10
Versian FY2015 — &
i Customer Serdce )
Domain* NlH CommOH @J iapresentative NIHLEARNINGADMIN L
ABSUECT ‘TIaining EXG.\'EP].ES i Target Completion Duration 0 Dars
*IM5 Course Guidance [ Allow Drop Before Days 0
*Learning Administrator Support -
Character Limit1000
Remaining character count 925
Other Information
Description This course iz designed to show a
& e z Training Accreditation
Learning Administrators how to build Organizaton Type (1103)
and manage a catalog of courses in IM5. - Course ID From Vendor (1105)  NIHLMS00001
Character Limit 1000 EHRI: Training Creait (1126)
Remaining character count 892 EHRE: Training Cragit —
Designation Type Code (1127) L Z
Course Deeplink URL EHRI Training Deliveny Type 0o 2
Code (1120) ik
Course Deaplink URL for Private :
View :Eﬂ?ll.}'rmlmnn Credit Type Code NA (Nat Applicable) -
Instructor Compeatencies (1200)
Mullilingual Course (1201}
Internal or External Course
(1202) Internal -
Recurring Course Training Certfication Type
(1211
Wark Course a3 Recurring r Course Development Cosl
(1220)
Course
FHRI" Tmlmng Tuition and Fees
Coat (1221)
EHRI: Training Materials Cost
(1222
EHRI. Continued Sernvice
Ava"abi"ty Information Agresment Reguired Indicator MNA
(1231
EHRI. Training Avcreditati g
Wl Fom oo @ €1 T Accudlon i il =
Discontinued From @ E"'i' ITra-n'j Source Type Government Intermal -
EHRI: Training Purpose Type g =
Display for Call Center v i Develop Unavallatie Skils =
g EHRI. Training Type Sub Code o
Display for Leamer v (1124) . Information Technalogy
Alow Ratings 17 |

NOTE: In the screenshots below you will find highlighted areas that change after

clicking the Save button.
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Course Details: NIH LMS Training Sample, #NIHLMS00001

IFor ian on EHR] values, pi for 10 the P Geide In Data Standards

(Course Details

THle* NEH LMS Traning Sample

CowselD* HEHLMS0000

Version Frans

Domaint NH Common &

Abemat *Trainicg Frasples H
*INS Course Guidance
*Leamnicg Administretor Suppart -
Craractes Limit 1009

Descrigtion Tais ceurse 13 deaigned to shew A

Learaing Adminiatraters 2ow to Build
and manage a catalog of courses in LMS. -
Characles Limit 1000

Recurring Course

Mark Course 3s Recuring r
Cowst

HAvailability Information
Aallazie From* 02262015
Digcontinued From

(o]

Disgta for Call Carier
Ditsplay for Leamer

Alow RRatngs "

Prica* Add Price | Prnt | Expert
Cumrency Price" Actions
Edt
US Dellars: (1] Dt
Training Units

Reglstration Information
M Count

Max Count

Wamst lax

Wendor

Cuslomes Senioe
Representate

Target Comnpletion Duraion

Allow Drop Before Days

Other Information

EHRI Training Accredeation
Indicator (1102)

Teaining Accradnstion
Cuganization Type (1102}

Cours IO Fram Vender (1105}

EMFL Training Seurce Trpe
Code {1120}

EHRL Training Purpese Trpe
Code (1122)

EHR1 Training Type Sub Code
1124)

EHFL Training Cread (1126)

EHAI Training Crean
Cesignalion Type Code (1127)

EHRL Training Dalivery Type
Code (1128)

EHRI Training Credf Type Code
[AhER}]

Instructor Compelencies (1200)
MuRlingual Course (1201)
Intarmial of Extéenal Cowrsa
i1202)

Training Certficasien Trpe
02

(Course Development Cost
e

EHRI. Training Tuition and Fees
Cost {1221}

EHFL Training Materiais Cost
22z

EHRI Conteusd Senice

Agreerment Required Indicator
231

w

Hon Apglicatie =

MIHLMS00001

Govermment Intemnal

Develop Unavadable Skills

Indcemiation Technologqy

Cnhr

Traditional Classioam (no technology) =

A (Mot Applicatia)
Ieternal ot
MA
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ADDING AN OWNER TO A COURSE

Once a course is created and saved, an owner should be designated at the
course level. This helps other administrators identify a point of contact that is

responsible for the course.
1. Click the Add Owner link in the Course Details section of the Main tab.

Course Details: NIH LMS Training Sample, #NIHLMS500001

For information on EHRI values, please refer to the OPM Guige to Data Standards

Main Learning Assignments Related Into Policies Delivery Typas Notifications Ratings

Course Details

NIH LMS Training Sample

Course ID* NIHLMS00001
Version FY2015
Dormain® NIH Comman &
Ahatract Examples
=e Guidance
Rdministrater Support
] nik 1000
Description This course is designed to show
Learning Administrators how to build
and manage a catalog of courses in IM3.
Character Limit1000
Course Deeplink URL hitpa-iest leaming hhs goviSabaiWehiCl M ICaurseDatailliRL?
otld=cour 4953 30! TemplateDetalls xmi
Course Deeplink URL for Private hfpa iasl lgaming hhs Wahi TourseDetailliL?
View olld 144853 4! TemplateDetails xmidprivateView=true
Owner — Add Ovner

Mo ltems found

2. Enter search criteria for the course owner then click the Search button.
3. Select the checkbox next to the name of the owner.
4. Click the Select button.

Search Person, Internal
Supervisors: you can easily display all of your staff by enlering your login 1D inlo the “Manager” field, clicking
Lthe Magnifying Glass graphic, and then clicking the " Search” bullun.
Population* Internal F First Name NIH
| ast Nama Learning Peraan 0
.l
Usemame Manager &
Drganization g‘ Location &/
Domain E’ Person Type -Select One- [=]
Security Roles  -Select [Ina- E Include All Buborganizations |
—  Scarch
Select
People Print | £ xpart
Showing 1 oul of 1 resulls
First Name || ast Name lsername Person Type Person ID Organization | ocation Manager
F nn L eamingAdmin  NIHILFARMINGADMIN - Other 00165951 HMAME MNIHMANAGER
—p  Selcct Close

Page | 66



5. The owner will now appear on the course details screen.

Course Details: NIH Sample LMS Course, #NIHSAMPLE1001 E =
* = required

Main Learning Assignments |  RelatedInfo | Policies | Delivery Types

Course

Details

Title” MIH Sample LMS Course

Course ID* MIHSAMPLE1001

Version 2013

: &
Domain® NIH Comman &=
Ahstract Enter an abstract here of up teo 1000
characters here.
y
Description  |E up ta 1000
ra

Course s L i DT i 3
Dot https:f ftraining.learning.hhs.gov /Saba/ Web/Main/ gotos GuestCourseDetailURL?
URLP otld=cours000000000423888&callerPage=/learning/offering TemplateDetails. xml
Owner Add Owner
Name Actions

NiH Learner Delete

NOTE: You may delete an owner by clicking the Delete link.
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ADD AN AUDIENCE TYPE TO A COURSE - OPTIONAL

Once a course is created, Audience Sub-Types may be added at the course level.
Keep in mind that the audience sub-type used at the course level will be the

broadest population of people allowed to take the course.

1. From the course’s Main tab, scroll down to the Audience Type/Audience Sub
Type section and click the Add Audience Type link in the Availability

Information section.

Availability Information

vailable From* 02/26/2015 &

Discontinued From @I

Display for Call Center v

Dizplay for Learner [

Allow Ratings [+

Audience Type [ Audience Sub Type Add Audience Type =
No items found

2. Select Audience Sub Type from the Audience Type/SubType pull-down menu.

3. In the Name field, enter the name of the Audience Sub-Type then click the

Search button.

NOTE: All NIH Audience Types used in offerings will be sub types of the NIH — all
audience type. Using your created audience subtype at this level will not allow you
to open the course up to any other people outside of the audience subtype.

4. Click the checkbox associated with the audience sub-type.
5. Click the Select button.

Select Audience Type / Audience Sub Type

| !

MName MNIH Sample Audience Type/SubType  Audience SubType E

Show System Generated [

—_— Search

Select Audience Sub Type MNew Audience Sub Type | Print | Export

Showing 1 out of 1 results

[ Name

] MIH Sample Audience Type

T

—_— Select Close
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6. Click the OK button in the confirmation popup window.
Message from webpage li:hjw

f " y The selected audience types are associated with the course. Do you also
V' want to associate them with delivery types and offerings of this course?

—b[ oK ]I e ]

7. The course and any future offerings that are created from it will be restricted to
just the members of the audience sub-type.

8. You may also delete the audience sub-type by clicking the Remove link.

Availability Information
Available From® 02/26/2015 @I

Discontinued From =

Display for Call Center v

Display for Leamer v

Allow Rafings v

Audience Type [ Audience Sub Type Add Audience Type

Audience Type / Audience Sub Type Expiration Date Action

MIH Sample Audience Type Remaove ‘—

LEARNING ASSIGNMENTS TAB

ADDING ONLINE CONTENT

Courses that contain an online component or supplemental learning files need to
have the content attached to it. Assigning the content to the course level will
ensure that every delivery type and every offering will have the same content
assigned to it by default. Content can be added or deleted at the delivery type and
offering levels.

NOTE: If this course is intended to be available as instructor-led and online, it is

recommended that the online content be attached at the delivery type or offering
level.

Prior to attaching online content modules to the course, they must first be uploaded
to the content repository by a Content Administrator. Refer to the LMS Content
Administrator Guide for instructions on how to do this.
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1. Click the Learning Assignments tab.
2. Click Add Content in the popup bubble.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments JEECLET - -] | Delivery Types | Notifications | Ratings
{ Add Learming Assigng

Add Tasks
Add Content =

Learning Assignmeants

Add learning assignments hal leamer can use Lo complele this course. Leamenrs muslcomplele sl reguired assignmenls.

Learning Content —» Add Leaming Assignments

Na items faund

Evaluations
Agd evaluations that the leamer must complete after all leaming assignments are completed.

Launch evalualion on complelion

Evaluation Add Evaluation

Mo items found

Save

3

4. Enter search criteria for the content being added then click the Search button.
5. Click the checkbox that appears to the left of the content name.
6. Click the Add Assignment Details button.

T.5elecl Contont Modules LZAOT ASTIgnmEnt Detans
Belect content modules to add as leaming assignments to MIH LMS3 Training 3ample
i _

Folder Type -Selucl One- [=] Mame —p ODM Suminar Swiss

Version Number Content Format -Selact One- L

Content Type -Salact One- [=]  Language

Awlhor Keywords

I older Name Avallable From >= =

Aurgilable From <= iﬁf Last Modified On 2= g’

Last Modified On <= B competency &

-
Cwner &) conlent Provider -Select One- |T
Delivery Vendar Select One E Include nan-acaring content modules [
Search
Contents
Showing 1 ot of 1 results
Select  Name Version Number Content | ormat I older Name
v DDM Eeminar Senes - Apnl 2014 Y14 BLCURM Package MNHIG
— Add Assignment Details Close

IMPORTANT: Any content that is not SCORM compliant will be automatically
marked complete when accessed by the learner.
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LEARNING ASSIGNMENT DETAILS

The following options are available for your content:
Type

>
>

Training Content — Use for online course content.

Pre Class Assessment — Use for tests that are taken in advance of the training.
There is also an option for a learner to test out of the class.

Post Class Assessment — Use for tests that are taken after training has

occurred.

Attempts

>

>

Unlimited — Use to allow learners to retake the content as many times as
needed to gain a successful completion.

Limited — Use to specify the exact number of tries on the content that is allowed
for a learner.

Details

>

Enabled — When this box is checked, the content is able to be accessed by
learners.

Required — When this box is checked, the content is required to be passed as
part of a successful completion for the course.

Test Out — When this box is checked, successful completion of a pretest will
mark this course complete.

Sign Off — When this box is checked, learners my use the signoff function to
receive a successful completion.

Consider For Overall Score — When this box is checked, it will use the score in

the content as part of the mastery score average for the course to determine a
successful completion.
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1. Adjust the settings for the course content then click the Save button.
Add Learning Assignments: Add Content

1.5elect Content Modules 2.Add Assignment Details

Add assignment details for the selected modules.

Name Type Attempts on Content Mastery Score Details

V| Enabled

il Required
DDM Seminar Test OQut
Series - April Training Content E| Unlimited |Z| 1 sign off
2014 @] consider
For Overall
Score
Use the pre-class assessment content as post-class assessment
Save Back Close

2. The Content Modules section will be updated.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m [CETGIG LSRG ELE Related Info | Peolicies | Delivery Types | Notifications | Ratings

R - Actlons
Learning Assignments

Add leamning assignments hal leamer can use o complele tis course. Leamers must complele all required assignments  Cdit Assignment Details
Lisable Content Module
Learning Content Add Leaming Assignments | Prnt | x| Delete Content module
Edit Content Module Details
Configure Allempls on Conlent

lUp Down lype Name letails Hequirement Actions
" e P i Attemipts on Content i
- Training DM Herminar Senes - = Fdit Assignment
- Content Agnil 2014 Allowed: Unlimited Hequired Details

Status: Cnabled

Click the name link

: Click the Edit
Evaluations taview the content Assignment Details link
Add evaluations that the |# ming assignments are completed to change your settm_qs

| aunch evaluation on completion

Evaluation

Add Evalualion

Mo items found

Save
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CONTENT MODULES ACTIONS

When a content module is added, a Learning Administrator can perform the
following actions by clicking the Edit Assignment Details link in the Actions

column:

e Edit Assignment Details

e Disable Content Module

e Delete Content Module

e Edit Content Module Details

e Configure Attempts on Content

The following pages will show how to use these actions.

. EDIT ASSIGNMENT DETAILS

To change the requirements of the content module, perform the following:
1. Click the Edit Assignment Details link associated with the content

module.

2. Select Edit Assignment Details from the popup bubble.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m (CETGTL LI Related Info | Policies | Delivery Types | Notifications | Ratings

i B Actions
Learning Assignments

Add leaming assignments bal learmer can use lo complele this course. Learners musl complele all reguired sssignments  Cdit Assignment Details sf—
Disable Content Module
Add Leaming Assignments | Print | Ex  Delete Content module
Edit Content Module Uetalls

Learning Content

Configure Allempls on Conlent
Up Down Ilype Name Details Hequirement Actions
i P Aftemnpts an Content AsElanm
® @ f:;‘m E"‘I],,SD?' nar SeMes < iowed: Linfimited Required L i e
i 7 it Atatus: Fnabled i

3. Make changes as needed then click Save.

Edit Assignment Details: DDM Seminar Series - April 2014

Assignment Details
Assignment Type Training Content

[ Required Assignment 8 Optional Assignment

© Enabled " Disabled

DDM Seminar Series - April 2014
Content Status Published
|

| Score e

" Unlimited
' Limited To

—i Save Cancel
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 DISABLE CONTENT MODULE

To disable the content modules so that learners are unable to access it, perform
the following:

1. Click the Edit Assignment Details link associated with the content module.
2. Select Disable Content Module from the popup bubble.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m IEETGIIGF ST EN IS Related Info | Policies | Delivery Types | Notifications | Ratings

5 3 Actions

Learning Assignments

Add learning assignments that learner can use to complete this course. Leamers must all required i Edit Assignment Details
Disable Content Module sf—

Learning Content Add Leaming Assignments | Print | Ex  Uelete Gontent module
Edit Content Module Details
Conhgure Attempts on Content

Up Down Type Name Detalls Requirement Actions

@ it MS Ganes . Attempts on Content dit A P

® g l':l;':c'm? ':Jljfr',q..”.le,?"'a' SEMES T lowed. Unlimiled Required Eai e "

L, sl Stalus. Enabled s

3. The content will be disabled and the status updated as shown below.
Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments EGEIEVCLENG @ Delivery Types | Notifications m

Learning Assignments
Add learning assignments that learner can use to complete this course. Learners must complete all required assignments.

Learning Content Add Learning Assignments | Print | Export
Up Down Type Name Details Requirement Actions
i = 2 Attempts on Content % %
@ o Training DDM Seminar Series - ; e ¥ Edit Assignment
) Content April 2014 Allowed: Unlimited Required Details

Status: Disabled
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ENABLE CONTENT MODULES

To enable content that has been previously disabled, perform the following:
1. Click the Edit Assignment Details link associated with the content module.
2. Select Disable Content Module from the popup bubble.

NOTE: This option is only available for content that has been disabled.

Learning Assignmeants

Learning Content

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments BECIE VLRGN (=1

Add leaming assignments that leamer can use to complete this course. Leamers must complete all required assignments

Delivery Types | Notifications | Ratings

Actions

Edit Assignment Details

Enable Conter Muodule s
Add | eaming Assignments | Print | Ty Uelete Content module

Edit Content Module Details

Conhgure Attempts on Content
Up Down Type Hame Datalls Requirement Actlons
i Training UM Seminar Senes - nnemm on Gonient Edit Assignment
®  Content Al 2014 Allowea: Uniimitad Required Delails
= : - Status: Disabled =

Learning Assignments

Learning Content
Up Down Type

@ 5 Training
' Content

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments EEEICLELIG] @ Delivery Types | Notifications m

Add learning assignments that learner can use to complete this course. Learners must complete all required assignments.

Name

DDM Seminar Series -
April 2014

Add Learning Assignments | Print | Export

Details Requirement Actions

Attempts on Content F
Allowed: Unlimited Required E"t'bsft'agnnsmem
Status: Enabled -

3. The content will be enabled and the status updated as shown below.
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DELETE A CONTENT MODULE
To remove a content module from a course, perform the following:
1. Click the Edit Assignment Details link associated with the content module.

2. Select Delete Content Module from the popup bubble.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m (S-ElG LR L LI Related Into | Policies | Delivery Types | Notifications | Ratings

Actlons

Learning Assignments

Add leaming assignments that lramer can use to complete this course | eamers must complete all required assignments  Edit Assignment Details

Digable Contant Module
Delete Content module wf—

Learning Content Add Leaming Assignments | Print | Ex
h Edit Content Module Details
Configure Allempls on Conlenl
Up DUDown lype Name Details Requirement Actions
g inar @arige . Altempts on Content dit Aeclan
- E"fl'j':'g':l% [,3” .‘1,509,:' 130 28M88 - plowed: Unlimited Required B Cffl'_’l'smm
(AL Status® Fnabled "

3. Click OK in the delete confirmation popup message.
e ot [

[9 Are you sure you want to delete?

—.vl OK ] Cancel ]

4. The content will now be removed from the course as shown below.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments EEEIELELG @ Delivery Types | Notifications m

Learning Assignments
Add learning assignments that learner can use to complete this course. Learners must complete all required assignments.

Learning Content Add Learning Assignments

Mo items found

NOTE: If learners have already accessed the content, it may not be able to be
removed. The content should then be discontinued if it cannot be removed.
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EDIT CONTENT MODULE DETAILS

The content module details are originally set by the Content Administrator when
the content is imported into the LMS. To edit the content module details, perform

the following:

1. Click the Edit Assignment Details link associated with the content module.

2. Select Edit Content Module Details from the popup bubble.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments EE-EELRLT-T | Policies Delivery Types | Notifications | Ratings

. . Actlons
Learning Assignments
Add learning assignments that leamer can use to complete this course. Leamers must lete all reguired i ts  Edit Assignment Details
Disable Content Module
Learning Content Add | raming Assignments | Print | Fx Uelete Content module

Edit Content Module Datails e

Configure Attempts on Content
Up Down Type Name Details Requirement  Actions

Attempts on Content
Allvwed Linlimited Required
Status: Fnabled

@ g Training DOM Seminar Series -
Content April 2014

Edit Agzsignment
Detalls

3. Edit the desired fields then click Save.

Attach Content:

Marne* DDM Seminar Senes - Apnl 2014
Security Domain®* NIH g’
Content Format SCORM Package

Content Format Version SCORM 12

Player Template® Empty Player &
Mobile Device Compatibility Not Compatible -
Status Published Edit

Version Number FY14

Avalapie From 032912014

Expiration Date =

Parent Folder* NIHTC &

Content Provider
Delrvery Vandor Saba

External Content ID

DDWM_Seminar_Series_Course.zip
Zip File Browss...

Content Server Test_Saba_Content_Server &

Use as Survey, Evaluation, or r
Multi-Raler Assessmenl

1a Seanng W
Owner Add Crwner

Mo items found

Preview Content

View Content Communication Log

— Save Back
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. CONFIGURE ATTEMPTS ON CONTENT

Learning Administrators can configure the number of attempts a learner can have
to access the content. The default allows unlimited access but can be changed to a
finite number of attempts. To change the number of attempts allowed, perform the
following:

1. Click the Edit Assignment Details link associated with the content module.
2. Select Edit Content Module Details from the popup bubble.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m TG UL ERICE Related Info | Policies | Delivery Types | Notifications | Ratings

Actions
Learning Assignments

Add lramning assignments that leamer can use to complete this course | eamers must complete all required assignments  Edit Assignment Details
Digable Content Module
Delete Content mudule

Learning Content Add Learning Assignments | Print | Ex
Fdit Content Madule Details
Conhgure Attempts on Content af—
Up Down Type Name Datalls Requirement Actlons
OM Sam Aftempls on Content s R
@ g E""'t‘t":% E‘ ‘1.%:'4 inar SOMRE =~ i wedk Uniimited Required et S
s Slalus. Enabled it

3. Select the radio button for Limited attempts.
4. Enter the number of attempts the learner will be allowed.
5. Click the Save button.

Configure Attempts on Content

Use these options to limit the number of attempts a learner may make to complete a
content module. Learners will be told how many attempts they have remaining when the
content is launched. Once exhaus]l.ed. the number of attempts maybe reset by a People
Administrator from completed courses page (for completed learning) or from the
enrollments page (for incomplete learning).

® Unlimited(default). The learner may make unlimited attempts.
—"'@' Limited. The learner may launch the content a specified number of times before the contentis
locked.

Maximum attempts allowed: 3 <=

—p  Save Close

NOTE: If the content is limited and you want to allow the learners unlimited access,
select the Unlimited(default) radio button and then click the Save button.

6. Click OK.
f Message from webpage ﬁ1

I-"'_"‘-I Any unsaved changes in the offering will be lost if the number of
L' attempts allowed on content is set.Press OK to continue.

—» [ ok ][ Cconcel

Page | 78



7. The attempts allowed will be updated and shown in the Details column.

Learning Assignments

Learning Content
Up Down Type

[~ @ Training
Content

Name

DDM Seminar Series -
April 2014

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments JEEEICLELIG] @ Delivery Types | Notifications m

Add learning assignments that learner can use to complete this course. Learners must complete all required assignments.

Add Leaming Assignments | Print | Export

Details Requirement Actions
Attempts on Content e
Nilawed s Required Edit Assignment

Status: Enabled Details
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ADD AN EVALUATION TO A COURSE - OPTIONAL

Learning Administrators can add an evaluation to the course that will be available
to the learners in the LMS. Evaluations must first be created by a Content

Administrator before they may be attached to a course. To add an evaluation to the
course, perform the following:

1. Click the Add Evaluation link in the Evaluations section.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments EEEELELG m Delivery Types | Notifications m

Learning Assignments
Add learning assignments that learner can use to complete this course. Learners must complete all required assignments.

Learning Content Add Learning Assignments | Print | Export

Up Down Type Name Details Requirement Actions
@ @  Training DDM Seminar Series - iﬁi::gé?;n Conient Resiied Edit Assignment
Content April 2014 ; o g Details
Status: Enabled
Evaluations

Add evaluations that the learner must complete after all learning assignments are completed.

Launch evaluation on completion

Evaluation g Add Evaluation
Mo items found

Save
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2. Enter search criteria for the evaluation then click the Search button.

3. Click the checkbox associated with the evaluation then click the Next button.

Attach Evaluation: NIH LMS Training Sample
Folder Type -Select One- E Name —_— NIHTC Evaluation
Version Number Content Format -select Une- IZ|
Content Type -Selerct One- z‘ Language
Author Keywords
Folder Name Available From == E
Available From == | LastModified On == =
: (]
Last Modified On ~- @ Competency 2,
=
Owner & content Provider -Select One- E|
Delivery Vendor -Select One- |Z| Include non-scoring content modules @
— Search
Contents
Showing 1 out of 1 resulis
Select Name Verslon Number Content Format Folder Name
| Ml ITC Cvaluation ry2o11 SCORM Mackage NIITC
_> Hext Close

4. Choose the settings for when the evaluation should be launched then click the

Save button.

Attach Evaluation: NIH LMS Training Sample

Evaluation
Name Status Event
Launch Evaluation:
~' On Registration
WIHTC Evaluation Published @ gniy after the Leamer has been marked Complete

D N= Days afterthe Leamer has been marked Complete
~' Use Domain Level Evaluation Availability setting: (Based on offering type used)

—p  Save Close

5. The evaluation will be displayed in the Evaluations section.
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» Click the evaluation name to preview the evaluation content.
» Click the Edit link to change the evaluation launch settings in step 4.
» Click the Delete link to delete the survey.

Evaluations
Add evaluations that the learner must complete after all learning assignments are completed.
Launch evaluation on completion
Evaluation Add Evaluation | Print | Export
Module Status Event Actions
: s —PEdit
¥ v, Published Only after the L has b ked C let
IJIHTCTE aluation ublishe nly after the Learner has been marked Complete Delete
Save
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RELATED INFO TAB

The Related Info tab allows additional information to be added to the course. The
sections on this tab are not required to save the course however there are two that
will aid learners in searching for the course. They are Category and Keywords. It
is recommended that these two sections be updated to ensure that the course can
be found by learners.

Below you will find a graphic of the entire Related Info tab.

Course Details: NIH LMS Training Sample, #NIHLMS00001

Main | Learning Assignments EEEEIEGLEGIGE m Delivery Types | Notifications m

Attachments Add Attachment

Mo items found

Notes Add Notes

Mo items found

Category Add Category

Mo items found

Competency Add Competency

Mo items found

Catalog Prerequisites Add Prerequisites

Mo items found

Equivalents Add Equivalents

Mo items found

Keywords Add Keyword

Mo items found

Continuing Eduecation Credits Add Field of Study | Print | Export | Modify Table
Field of Study Description Default Credits Actions
Total Credits: o

Certifications

Mo items found

Curricula

Mo items found

Learning Recommendations Add Recommendations

Mo items found

Certificate Templates Add Certificate Templates

Mo items found

Provider Information Print | Export | Modify Table
User Name Date

Created by nihlearningadmin 02/26/2015

Updated by nihlearningadmin 02/26/2015
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ADDING ATTACHMENTS
1. Click the Add Attachment link.

Attachments —P Add Attachment

Mo items found

2. Enter a name for the attachment in the Attachment Name field.
3. Click the radio button for a Type.

URL - Type the URL for the website being used as an attachment.
File — Click Browse to search your computer and find the file to be used as

an attachment.

NOTE: When using files as attachments, be sure to use a format that is widely
accepted. Formats such as PDF are recommended since most computers can

open files in that format.
4. Select a Category.
5. Locale should be English which is selected by default.

6. Is Private — Click this checkbox to make the attachment available only to those

registered for the course.
7. Click the Save button.

New Attachment
* = required
Attachment Name® Course Website
Type* @ URL http:/ftrainingcenter nih gov/
~ File Browse...

Category® Website E
Locale* EnglishE
Is Private L]

—Pp Save Close

Attachments Add Attachment | Print | Export

Attachment Name Type Category Locale Private  Actions

Edit Attachment

et Delete Attachment

Website English Mo

Course Website s
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EDIT AN ATTACHMENT
1. Click Edit Attachment in the Actions column.

Attachments Add Attachment | Print | Export
Attachment Name Type Category Locale Private  Actions
: . : Edit Attachment s
I“I."J: 1!
Course Website URL Nebsite English Ma Delete Attachment

2. Edit attachment details then click the Save button.

New Attachment
*=required
Attachment Name® Course Website
Type* @ URL http:/ftrainingcenter nih gov/
© File Browse. ..
Category® Website |Z|
Locale* EnglishE
Is Private [
— Save Close

' DELETE AN ATTACHMENT

1. Click Delete Attachment in the Actions column.

Attachments Add Attachment | Print | Export
Attachment Name Type Category Locale Private  Actions
. ¢ : Edit Attachment
c Websit URL Websit English M
ourse Website ebsite nglis 0 Delete Attachment <=

2. Click OK in the popup window.

& 3
Message from webpage @

a N
[el Are you sure you want to delete?
-

—»[ ok ][ concel |

3. The attachment will now be deleted from the course.
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ADD A CATEGORY TO A COURSE - RECOMMENDED

Categories give learners an alternative way to search for courses. It is
recommended that every course be associated with at least one category.
Categories must be created before they can be added as described below.

1. Click the Add Category link.

Category —fp Add Category

Mo items found

2. Type the name of the category in the Category Name field.
3. Click the Search button.
4. Click the checkbox associated with the category being added.
5. Click the Select button.
Select Category
Category Name —_— LS
—f Search
Categories Print | Export | Modify Table
[l category Name Description
01 -MIH Courses = LMS Administrator Training MIHTC Category

*

—pp  Select Close

6. The category will now be associated with the course.

Category Add Category | Print | Export | Modify Table
Name Description Actions
LMS Administrator Training NIHTC Category Delete

7. Repeat these steps to add additional categories as needed.
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. DELETE A CATEGORY

1. Click the Delete link in the Actions column that is associated with the category
being deleted.

Category Add Category | Print | Export | Modify Table
Name Description Actions
LMS Administrator Training MIHTC Categary =P Delete

2. Click OK in the popup window.

{ ™y
Message from webpage u

P N
I@I Are you sure you want to delete?
L 4

—»[ ok ][ concel |

3. The category will no longer be associated with the course.
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ADDING A COMPETENCY

Competencies are a set of skills or knowledge that can be defined, measured, and
tracked. Adding a competency to the course will allow that competency to be
added to a learner as a required competency when they earn a successful
completion for the course.

1. Click the Add Competency link.

Competency =P Add Competency

Mo items found

2. Enter search criteria for the competency then click the Search button.
3. Click the checkbox associated with the competency.

Select Competency

v

Mame MIH Diversity Competency Group &)

Configure | Save Search Query
—_— Search

Competencies Maodify Table

Showing 1 out of 1 resulis

Select Name Competency Group

] MIH Diversity Management  MIH Equal Employment Opportunity Specialist (G3 - 260)
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4. Select a Minimum Proficiency Level from the drop-down menu.

5. Click the Save button.

NOTE: Click the Attachment Name to view any additional information about the

competency.

Competency Detail: NIH Diversity Management

Competency Name MNIH Diversity Management
Minimum Proficiency Level* | Fundamental Awareness - 1 E*—

Attachments Print | Export
Attachment Name Type Category Locale Private
Divers_ity management Key File Map English No
Behaviors

-  Save Back Close

Competency Add Competency | Print | Export | Modify Table

Name Description Level Actions

Understands and applies the principles of
creating a diverse and inclusive work
environment where people from diverse
backgrounds feel respected, recognized,
and valued

Fundamental
Awareness

MIH Diversity
Management

Delete

6. The competency will now be associated with the course as shown below.
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' DELETE A COMPETENCY

1. Click the Delete link in the Actions column.

Competency

Name Description

MIH Diversity
Management

and valued

Add Competency | Print | Export | Maodify Table

Understands and applies the principles of
creating a diverse and inclusive wark
environment where people from diverse
backgrounds feel respected, recognized,

Fundamental
Awareness

Actions

—Pp- Delete

2. Click OK in the popup window.

"
Message from webpage M

P .
[OI Are you sure you want to delete?
-

—»( o || cancer |

3. The competency will no longer be associated with the course.

ADDING A COURSE PREREQUISITE

A course prerequisite will cause the LMS to require that learners successfully
complete a specific course prior to registering for this course.

1. Click the Add Prerequisites link.

Catalog Prerequisites

Mo items found

= Add Prerequisites

Enter search criteria for the prerequisite course then click the Search button.

3. Click the Add Required checkbox for the prerequisite course.

NOTE: The Add Recommended option will recommend the prerequisite but still
permit learners to register even if it has not been completed.

NOTE: You can also add a certification or a curriculum as a prerequisite to a

course.
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Select Course Prerequisites

Course ID Title = NIH LMS Enter

il
Domain IEJ Recurring Course [

Configure | Save Search Query

—p  Search

Prerequisites Print | Export | Modify Table

Showing 1 out of 1 results

Add Required Add Recommended Title Version Course ID

= MIH LMS Entering The CAN On An

? Order

FY13 MIHTC1009

Close

4. The course prerequisite will now be added to the course.

Catalog Prerequisites Add Prerequisites | Print | Export | Modify Table

Title Type  Version ID Required/Recommended Actions

MIH LM3

Entering The )

CAN On An Course  FY13 MNIHTC1009  Required Delete

Order
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DELETING A PREREQUISITE
1. Click the Delete link in the Actions column.

Catalog Prerequisites Add Prerequisites | Print | Export | Modify Table
Title Type  Version ID Required/Recommended Actions

MIH LMS

Entering The .

CAN On An Course  FY13 MIHTC1009 Required —pp- Dclate
Order

2. Click OK in the Popup window.

r B
Message from webpage g

a -
I@I Are you sure you want to delete?
-

—[ ok ][ cancel |

5. The prerequisite will no longer be associated with the course.
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ADDING EQUIVALENTS TO A COURSE

Equivalents are courses that meet the same objectives and cover the same
content. Courses can be made equivalent but the equivalence in not automatically
reciprocal. Contact the course owner for more detail on the course content that is
being made equivalent to this course.

1. Click the Add Equivalents link.

Equivalents

Mo items found

—P Add Equivalents

2. Enter search criteria for the course(s) being made equivalent to this course
then click the Search button.

3. Select the checkbox associated with the course being identified as a

prerequisite.

4. Click the Add These Equivalents button.

Select Equivalents

Equivalents

Showing 4 out of 4 results

Title

HIH LMS Leaming Adminisirator
MIH LM3 Leaming Administrator
KIH LME Laaming Administrator

MIH LM3 Leaming Administrator

—_

Group or Ungroup Existing Equivalents

Namg

MIH LME Learming Administrator

Group UnGroup

Courzse ID Title MIH LMS Liasming Adrmin e
Domain & Recurring Course
Configure | Save Search Query

— Search

Print | Export | Modify Table

Version Cowrse 1D
Fy12 HIHTC 1003
FY13 MIHTC1003
FY14 MIHTC1003
FY15 MIHTC1003

=—fp=  Add These Equivalents

Print | Expart | Modify Table

Activns

Delete

— Clost

5. Repeat steps 2 through 4 to add additional prerequisites.
6. Click the Close button.

Equivalents

Name

MIH LM3 Learning Administrator FY15

Add Equivalents | Print | Export

Actions

Delete

7. The learning items will be added to the course.
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. GROUPING ITEMS AS A SINGLE EQUIVALENT - OPTIONAL

If two or more courses have been added as equivalents, the can be combined so
that they all become equivalent to this course. To group multiple courses together
as a single equivalent, follow the directions below.

1. Select the courses that will be equivalents to this course by clicking their
associated checkboxes.

2. Click the Group button.

Group or Ungroup Existing Equivalents Print | Export | Modify Table
Name Actions
ﬂ— MIH LMS Learning Administrator Delete
— MIH LMS People Administrator Delete
Group UnGroup Close

3. The previously selected courses will be merged into one unit.

Group or Ungroup Existing Equivalents Print | Export | Modify Table
Name Actions
| NIH LMS People Administrator AND NIH LIS Learning Administrator Delete
Group UnGroup —JPp Close

4. The LMS will require both of the grouped courses to be complete in order to
satisfy the equivalency.

5. Click Close when finished.

Equivalents Add Equivalents | Print | Export
Name Actions
MIH LMS People Administrator FY15 AND MIH LMS Learning Administrator FY15 Delete

6. The equivalents are now added to the course.
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DELETE AN EQUIVALENT FROM A COURSE
1. Click the Delete link in the Actions column.

Equivalents Add Equivalents | Print | Export

Name Actions

NIH LMS People Administrator FY15 AND NIH LMS Learning Administrator Y15 g Delete

2. The equivalency will be deleted. There is no confirmation screen for this
action.

ADDING KEYWORDS TO A COURSE - RECOMMENDED

Keywords allow the LMS to reference the course when a learner types something
other than the actual course name in their search. Using relevant keywords will
make this course easier to find. Keywords and phrases may also be used.

1. Click the Add Keyword link.

Keywords — Add Keyword

Mo items found

2. Enter search criteria for the keyword then click the Search button.
3. Click the checkbox associated with the keyword.
4. Click the Select button.

Select Keywords
Mame: = LIS Training
Search Course |@
— Search

Keywords Create Keywords | Print | Export | Modify Table
[l Add Keyword
LMS Training

— Select Close
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NOTE: If the keyword desired is not found,

5. Click the Create Keywords link.

do the following:

Select Keywords

Mame: Sample

Search Course

Keywords

&
Search
—p Create Keywords
Select Close

6. Enter the new keyword in the Keyword field.

7. Click the Add button.

Add Keywords
' S
Keyword®  Sample Add

* =required

Back Close

8. The keyword will be displayed in the keywords section.

9. Repeat the steps above to add additional keywords as needed.

ADDING CONTINUING EDUCATION CREDITS TO A COURSE

Fields of study such as Supervisory Training are ways to classify certain kinds of
courses. Fields of study can also be used to issue credits for the completion of a
course. It is recommended that Learning Administrators contact their management
teams to determine if a course is eligible to have credits associated with it and if
so, how many. Follow the steps below to add a field of study to a course.

1. Click the Add Field of Study link.

Total Credits:

Continuing Education Credits =P A\dd Field of Study | Print | Export | Modify Table

Field of Study Description Default Credits Actions

2. Click the Pick Icon for the Field of Study field.
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Add Credits by Field of Study

Field of Study* & €—

Default Credits*

Instructor Credits

Credits by Job Roles Add Job Role

Mo items found

Learners who do not have any associated role receive default credits.

Save Close

3. Type the name of the field of study in the name field.
4. Click the Search button.
5. Click the checkbox associated with the field of study.

Select Field of Study

Mame MNIH Superisory CLPs Description

Configure | Save Search Query

—3»  Search
Select Field of Study Print | Export | Modify Table
Showing 1 out of 1 results
Name Description
1 MIH Supervisory Continuous learning points for supenvisory training,
T CLPs designated by NIH
Close

6. Enter the number of Default Credits that will be earned when the course is
successfully completed. This is usually equal to the number of hours of
training.

7. Click the Save button.
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Add Credits by Field of Study

Field of Study* NIH Supervisory CLF&]
Default Credits® e ol

Instructor Credits

Credits by Job Roles Add Job Role

Mo items found

Learners who do not have any associated role receive default credits.

—_—p  Save Close

8. After the screen refreshes, click the Close button.

Edit Credits for NIH Supervisory CLPs

Field of Study MIH Supenvisory CLPs
Default Credits* 8

Instructor Credits

Credits by Job Roles Add Job Role

Mo items found

Learners who do not have any associated role receive default credits.

|

Save Close

9. The field of study will now appear on the Related Info tab.

EEDIT FIELD OF STUDY
1. Click the Edit Credits link in the Actions column.

Continuing Education Credits Add Field of Study | Print | Export | Madify Table
Field of Study Description Default Credits Actions

MIH Supernvisory Continuous learning points for Edit Credits

CLPs supenvisory training; designated by NIH Delete Credits
Total Credits: 8

2. Make all necessary changes then click the Save button.
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Edit Credits for NIH Supervisory CLPs

Field of Study MIH Supemnvisory CLPs
Default Credits* 8

Instructor Credits

Credits by Job Roles Add Job Role

Mo items found

Learners who do not have any associated role receive default credits.

Save Close

3. When the screen refreshes, click the Close button.

EDELETE FIELD OF STUDY
1. Click the Delete Credits link in the Actions column.

Continuing Education Credits Add Field of Study | Print | Export | Modify Table
Field of Study Description Default Credits Actions

MIH Supenisory Continuous learning points for Edit Credits

CLPs supenisory training: designated by NIH Delete Credits
Total Credits: 8

2. Click OK in the popup window.
[ Message from webpage g‘

o~
|@| Are you sure you want to delete?
L 4

—»[ ok ][ concel |

3. The field of study will now be deleted from the course.
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ADD LEARNING RECOMMENDATIONS - OPTIONAL

Learning Administrators can recommend other learning items to learners. These
recommendations can be made to the learner in three instances:

» When the course is added to the learner’s learning plan
» When the learner registers for the course
» When the learner completes the course

Follow the instructions below to recommend another course to a learner upon
completing this course. The process is very similar when adding other types of
learning items.

1. On the Related Info tab, click the Add Recommendations link.

Learning Recommendations ——Pp Add Recommendations

Mo items found

2. Select the radio button for Courses.
3. Select the radio button for When learner completes this course.
4. Click the Next button.

Add Learning Element for NIH LLMS Training Sample

1.5elect type of Recommendation: 2.Add Learning Recommendations

Selecttype of Learning Recommendation

I Certifications

@) communities

@ Courses e

© curricula

) Experts

3] Knowledge Base Resource
O Dfferings

When should these recommendations be made to the learner?

©) When this course is addedto leamners learning plan
) on registration
@ When leamer completes this course

= Next Cancel

Enter search criteria for the recommended course.

Click the Search button.

Click the checkbox to the left of the course being recommended.
Click the Select button.

© N O O
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Add Learning Element for NIH LMS Training Sample

1.5elect type of Recommendation: 2.Add Learning Recommendations

Select courses to recommend when learner completes this course

Title ' Course ID — NIHTC1003
Domain @J Audience Type/Subtype IEJ
Configure | Save Search Query

= Search

Courses Print | Export | Modify Table

Showing 1 out of 1 results

[ Version Course ID Title

FY15

T

MNIHTCA1003 MNIH LMS Learning Administrator

Cancel Back

—P  Select

9. The course will now be added as a learning recommendation.

Learning Recommendations

Add Recommendations | Print | Export

Recommendation

MNIH LMS Learning Administrator

Recommendation Type

Courses

Recommended When

Course Completed

Actions

Delete

DELETING A LEARNING RECOMMENDATION
1. Click the Delete link for the learning recommendation being deleted.

Learning Recommendations

Recommendation

MNIH LMS Learning Administrator

Recommendation Type

Courses

Add Recommendations | Print | Export

Recommended When

Course Completed

Actions

=P Dilete

2. Click OK in the confirmation popup window.

Mezzage from webpage

=50

I o
.@ Are you sure you want to delcte?

—» x|

Cancel I

3. The recommendation will no longer be made to learners taking this course.
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POLICIES TAB

The Policies tab allows you to configure a number of options related to the course.

The following may be specified for all courses:

Languages

Price List (NOT USED AT NIH)
Approval Policies

Recurring Registration Policies
Completion Policies

YVYVYVYV

SPECIFYING LANGUAGES FOR COURSES - OPTIONAL

The available languages for all courses are specified on the Policies tab at the
course level. The Add Language link can be used to add a list of languages in
which courses will be provided. A language for a specific offering is set on the Main
tab at the offering level. Follow the steps below to add a new language to the

course.
1. Click the Add Language link.

Available Languages

Language

English Delete

2. Enter search criteria for the language then click Search.
3. Click the checkbox associated with the language.
4. Click Select.

Select Language

Sign —

MName

Configure | Save Search Query
Search

e

Select Language Print | Export | Modify Table

Showing 1 out of 1 results

Name

& Sign Language

Select Close

—

5. The language will now be added to the course which can be selected when

creating an offering.

Available Languages
Language
Sign Language Delete

Englisn Delete
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' DELETING A LANGUAGE

Any added language may be deleted but English should always remain as the
default.

1. Click the Delete link in the Actions columns.

Available Languages Add Language | Print | Export | Modify Table

Language Actions

Sign Language

English —p Delete

2. Click OK in the confirmation popup window.
Meszage from webpage ==

e Are you sure you want to delete?

—»[ o ][ conca |

3. The language will no longer be associated with the course.
4. Click the Save button to save all changes.

SPECIFYING APPROVAL POLICIES FOR COURSES

Learning Administrators can manage the approval requirements for a course from
the Policies tab. The options available are explained below:

> Do not override domain setting — This option uses the default
domain settings to determine the approval requirements. The default
setting may be different depending on the domain your course resides
in.

» Manager Approval Required to Register — This option requires a
manager or alternate manager to approve registrations for the course.

» Manager Approval and Designated Additional Approval Required
to Register — This option requires the manager/alternate manager
and Additional Approver on Orders to approve registrations for the
course.

» Manager Approval Not Required to Register — This option will allow
learners to register without manager approval.

Manager Approval Required to Register

@ Do notOverride Domain setting (Currently set to:Mo, Manager Approval Mot Required)
Manager Approval Required to Register
Manager Approval and Designated Additional Approval Required to Register
Manager Approval Mot Required to Register

P s - Ly ~ e L Sl =
Cancellation of pending approval before days 2

Once the manager approval requirement has been selected, click the Save button
located at the bottom right part of the screen.

NOTE: The approval requirement can also be changed at the offering level.
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SPECIFYING RECURRING REGISTRATION POLICIES FOR COURSES

Recurring Registration settings allow Learning Administrators to indicate whether

or not a learner can register for a class more than once and when that registration
can be performed.

Do not override domain setting — This option uses the domain setting
to determine recurring registration status and will vary depending upon
the domain the course resides in.

Allow recurring registration — This setting allows a learner to reregister

for a course even if they have already successfully completed it.

Do not allow recurring registration if the current registration is:

» In-Progress or Successfully Completed: This option prevents a learner
from registering for the course when it is in the learner’s enroliments
or has already been successfully completed.

» In-Progress or Completed: This option prevents a learner from
registering for the course when it is in the learner’s enrollments or
has already been completed successfully or unsuccessfully.

» In-Progress: This option prevents a learner from registering for the
course only when the course is in the learner’s enrollments.

Recurring Registration

" Do not Override Domain setting (Currently set to: Do not allow recurring registration if existing registration is In-Progress or successfully completed)
" Allow recurring registrations

' Do not allow recurring registration if current registration is | In-Progress or successfully completed -

[ ngress of successfully completed
In-Progress or completed
In-Progress

1. Once the Recurring Registration option has been selected, click the Save
button at the bottom right part of the screen.

NOTE: The approval requirement can also be changed at the offering level.
Specifying Completion Policies For Courses
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SPECIFYING COMPLETION POLICIES FOR COURSES

Learning Administrators can choose to override the default business rule that
specifies who is able to mark a course complete.

Select from the following options:

Do you want to override Completion Policy set at Delivery Mode level? -
Select this checkbox to override the domain default settings.

» Learner can mark complete — This option allows learners to mark the course
complete.

» Manager can mark complete — This option allows managers and alternate
managers to mark offerings complete for their employees.

Change Completion Status — This option automatically changes the learner’s
status in an offering after a specified number of days if the offering has not been
manually marked completed.

» Click the checkbox to use this option.
» Enter the number of days the LMS will wait before changing the status.
> Select the status that will be entered for learners by the LMS.

The statuses available in the drop-down menu are Successful

and Unsuccessful.

Completion Policy
Do you want to override Completion Policy set at domain level. (CurrentlyManager can mark

complete)
Leamer can mark complete
Manager can mark complete

If for any reason the offering is not completed

Change complelion skales aulomalically aMer specified oomier of days o e spedfed skos ilhe olfeing bas nol been mameally maked complels

Halus | Select One |-
Successhul
Unsuccassful

Once the Recurring Registration option has been selected, click the Save button
at the bottom right part of the screen.

NOTE: These setting can also be changed at the offering level.
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DELIVERY TYPES TAB

Delivery Types represent the various methods by which a course’s content will be
delivered. When a Delivery Type is associated with a course, it inherits the basic
properties of that course. These properties remain the same regardless of the
method by which the course content is delivered (e.g., course description, vendor,
course owner, etc.)

Each Delivery Type can have an unlimited number of learning offerings associated
with it. The information you specify for the specific Delivery Type is inherited by all
learning offerings created for that delivery method (e.g., all offerings associated
with the Instructor Led Delivery Type for a specific course will be 8 hours in
duration).

At this level, you may also define a list of resources that can be associated with all
offerings of a specific delivery type, in addition to information on scheduling
policies, such as audience type, price, and drop policy.

Delivery types fall into three categories:

Self-Paced— delivered through the LMS as online content
Scheduled—have a time and location associated with them
Physical—materials used to deliver training (e.g., manuals, CDs, DVDs, etc.)

A course may have multiple Delivery Types but cannot have a duplicate delivery
type. Choose a delivery type that best fits the course you are offering.

IMPORTANT! If the existing delivery types do not apply to the type of offering that
you plan to deliver, please contact the NIH LMS Team for assistance.
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ADD A DELIVERY TYPE TO A COURSE - REQUIRED
1. Click the Add Delivery Type link.
Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments | Related Info m Delivery Types R-1G{[-140-1;E] m

Delivery Types — Add Delivery Type

No items found

2. Click the radio button for the delivery type being added.
3. Click the Next button at the bottom of the screen.

Add Delivery Typce:INIH TL.MWS Training Samplc, FINTIHIL.MWMIS00001

1.Select Delivery Type 2.Define Details

nnnnnnn

ooooo

Conference

NOTE: The non-required fields that display will vary based on the individual
Delivery Type. Some information will be pre-populated based on what is defined
at the course level.

4. Enter a unique ID. (Examples: ILT or OLT for Instructor Led and Online
Training)

5. The domain should be identical to the domain used at the course level.

6. Enter the duration (number of hours) for the course. The format for the
duration is ##:## (Example 16:00)

7. Adjust data in the remaining fields as needed then click the Finish button.

IMPORTANT! Entering a price in the Delivery Price field will supersede the price
specified at the Course level. If the Offerings associated with this Delivery Type are free of
charge, enter “0” in this field.
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New Instructor led Delivery Mode : NTH LMS Training Sample, ENTHLMS00001

For more details on the OPM standard EHRI Values click here

1.Select Delivery Type 2.Defing Details

Delivery Mode

Information

Title MIH LMS Training Sample

107 NIHLMSD0001 ILT

Domain® MNIH Common )

Description -
Character Limit 255

Course Description This course is designed 1o show Leaming Administralors how to build
and manage a catalog of courses in LMS.

Duration(HHMW)* 16:00

Pricing Information

Cunency US Dolars C]

Base Pnce 0.00 (inherited from Course)

Drelivery Price

Mulb-Currency Pricing & This Delivery Mode is available only in etibed curmencies and

currency selected above.
Thiz Delivery Mode is available in inheriled currencies, the
cumrency selected above and defaull currency, US Doll;
This Delivery Mode is available in all the adive currendies in the
system. Mote: Prices are only calculated for currencies that have
exchange rates defined in the system

Training Units.

Innerited Training Linit Cast Mo Training Units defined at Course.

Registration Information

Vendor E

Customer Senace - m

Representative NIH LearningAdmin E

Allow Drop Before Days 0

Availability Information

Available From Q212612015 M

Discontinued From il

Display for Call Center 1

Display for Leamer 53

Back Finish Back to Course
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8. The new delivery type will appear on the Delivery Types tab.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments | Related Info @ Delivery Types RILIGLEVTTH m

Delivery Types Add Delivery Type | Print | Export
Delivery Types New Offering
Delivery Mode Details: Instructor led MNew Instructor led Offering

EDIT DELIVERY TYPE SETTINGS - OPTIONAL
1. Click the Delivery Mode Details link.

Course Details: NIH LMS Training Sample, #NIHLMS00001

m Learning Assignments | Related Info @ Delivery Types RILIGILEVTTH m

Delivery Types Add Delivery Type | Print | Export
Delivery Types New Offering
Delivery Mode Details: Instructor led sff— MNew Instructor led Offering
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. MAIN TAB

1. Make the necessary changes then click the Save button.

Delivery Mode
Information

litle

ID NIHLKMS00001
Diomain*

Description

Course Description

Duration{HH:MM)*

Owner

Name

MIH LeamingAdmin

Pricing Information

Base Price

Currency

US Dollars
Price®
M items found

Training Units

Inherited Training Unit Cost

Registration Information

Vendor

Custnmer Senice
Representative

Allow Drop Before Days

Avallabllity Information

Awdilable From
Discontinued From
Dizplay for Call Center

Display for Learner

View All Offerings

Instructor led Delivery Mode Details: NIH LMS Training
Sample,#NIHLMS00001,ILT

For more details on the OPM standard EHRI Values click here.

ETLIN Learning Assignments | Related Info | Expenses _

NIH LMS Training Sample

ILT

NIH Common

Character Limit255

®

This course is designed to show Learning Administrators how to build
and manage a catalog of courses in LM3.

16:00

Add Owner | Modify Table

Inherited From Actions

No Training Units defined at Course.

NIH LeamingAdinin
0

02/26/2015

Iv

Create New Offering

Course Delete
Print | Export
Price®
0.00
Add Price
&
&
&
&
- Save Back to Course
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LEARNING ASSIGNMENTS TAB

The Learning Assignments tab can be used to add the following to a delivery type:

» Learning content
o Tasks — These are items that must be completed and checked off by the
learning administrator, manager, or learner in order to successfully
complete the course.
o Content - This refers to online course content.
» Resources — Resources include rooms, people, equipment and inventory.
» Evaluations — These are questions learners answer after completing a course.
The evaluations must be created in the LMS to be used.

NOTE: Any learning assignments or evaluations that were identified at the course
level will become defaults at the delivery types level. They may be updated or
deleted at any time.

Instructor led Delivery Mode Details: NIH LMS Training
Sample, #NIHLMS00001,ILT
m Learning Assignments SRS R CRI=H{- 11 - L T -1
Learning Assignments
Add leaming assignments that leamer can use 1o complete his course. Leamers must complete all required assignments.
Learning Content Add Leaming Assignments | Print | Export
Up UDown lype Name Details Hequirement Actions
@ @ TraningContent DNIM Seminar Series - April 2014 A oapier e AOWET 3 Roquired Eait Assignment Detalls
Resources
Add persons, rooms, inventories or equipments required for this delivery.
Resources Add Resource
o items found
Qualified Instructors Add Qualified Instructor
Mo ilems found
Evaluations
Add evalualions thal the learmer musl complele afler all leaming assignmenls are compleled.
1 Launch evalualion on complelion
Evaluation Add Cvaluation | Print | Cxport
Module Status Event Actions
MNIHTC Evaluation Published Only after the Learner has baen marked Complete E‘tr“n
Jelete
Save
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LEARNING ASSIGNMENTS TAB — ADDING A ROOM RESOURCE

NOTE: Any changes made on this tab will be saved automatically.

Instructor-led courses should be assigned to a room. Making the room
assignment at the delivery type level will assign the room to every offering that is
created base on the delivery type. Room assignments can also be made at the
offering level. This is useful if you have multiple rooms that could potentially be
used for the course.

1. Click the Add Resource link.

Resources

Add persons, rooms,
inventories or equipments
required for this delivery.

Resources — Add Hesource

Mo ilemns found

Qualified Instructors Add Qualified Instructor

Mo itams found

2. Select “Room” as the Resource Type.
3. Select “Internal Classroom” as the Purpose.
4. Click the Next button.

Add Resources NIH LMS Training
Sample #ANIHLMS00001,ILT

1.Add Resource Details 2.5%elect Resource
Resource Type?* Room E|
Furpose® Internal Classroom E
Cluantity 1

—fpe Hext Close
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Enter search criteria for the room being added.

Click the Search button.

Click the checkbox associated with the room being added.
Click the Save button.

© N O

Select Room : NIH LLMS Training Sample #ANIHLMS00001,IL. T
1.Add Resource Details 2.5elect Resource
Location® NIH Main Campus
&
Facility Building 10
(&
Capacity* 1
Resource Name
Available Resources Only I
Search  -ff—
Room Print | Export | Modify Table
Select MName Location Facility Max. Capacity Rate
@ Classroom A MIH Main Campus Building 10 30 0.00 USD El
Previous — Save Close

9. The room will now be associated with the delivery type of this course.

Resources

Add persons, rooms, inventories or equipments required for this delivery.

Resources Add Resource | Print | Expont | Modify Table
Description Hesource lype Quantity Assigned Rate Actions
Internal Classroom Classroom 1 Classroom A 0.00 USD Delele

Qualified Instructors Add Qualified Instiuctor

Mo tems found
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DELETING A ROOM RESOURCE

1. From the Learning Assignments tab, click the Delete link associated with the
room being deleted.

Resources

Add persons, rooms, inventories or equipments required for this delivery.

Resources Add Resource | Print | Expont | Modify Table
Description Resource Type Quantity Assigned Rate Actions
Internal Classroom Classroom 1 Classroom A 0.00USD — [elete

Qualified Instructors Add Qualified Instructor

Mo items found

2. Click OK in the confirmation popup window.

Message from webpage w

:'I Are you sure you want to delete?

—»| ok || canca |

3. The room will no longer be associated with the delivery type.
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RELATED INFO TAB

Learning Administrators can add specific items to a delivery type that will be
available in addition to items added at the course level and in some cases
overwrite the settings at the course level.

e Attachments — Attachments added here will be specific to this
delivery type and be available along with course level

attachments.

e Prerequisites — Prerequisites added here will be in addition to any set at the

course level.

e Continuing Education Credits — Adjusting the credits or field of study

will overwrite the course defined settings. Additional fields of study

may be added.

Attachments

Mo ileerms fesumd

Notes

Mo items found

Catalog Prerequisites

litle Iype Version 1D

MIH LME

Entering The

CAN ON An Course  FY13 NIHTC1009

Order

Continuing Education Credits

Field of Study Description

Total Credits:

Certificate Templates

Mo items found

Mo items found

Instructor Lled Delivery Mode Details: NIH LMS Training
Sample,#NIHLMSOO0O0OL,ILT

Main | Learning Assignments BGIEICCALIGE Expenses | Policies

Add Attachment

Add Motes

Add Prerequisites | Print | Export | Modify Table

Hequired/Hecommended  Actions

Required Nelete

Add Field of Study | Print | Export | Modify Table

Detault Credits Nctions

Add Certificate Template

Provider Information Print | Export
User Name Date

Creatad by

Updated by

Checklists Add Check List

To make changes, follow the directions as describe in the Managing Courses

section of this manual.
Adding Attachments

Adding A Course Prerequisite

Adding Continuing Education Credits To A Course

NOTE: All changes on this tab are automatically saved.

Page | 115



POLICIES TAB

Learning Administrators can adjust various policies specific to the delivery type on
the Policies tab. These policies will carry over to every offering created based on

the delivery type.

NOTE: All changes made on this tab will be lost unless the Save button is clicked

after making the changes.

Instructor led Delivery Mode Details: NIH LMS Training
Sample, #NIHLMS00001,ILT

Main | Learning Assignments | Related Info | Expanses

Folicles -

Enroliments

Min Count 5
Max Count 25
Waltlist Max 10

Qpen Enreliments for All

Allow aany Audience Type inla any seat dayis)

Close Enrcliments

Stop allowing new enrcliments day(s) before event stars

Domain Level Drop Policies for Internal Orders

Mo items found

Domain Level Drop Policles for External Orders

Mo items found

Drop Pellcy

Audd Drop Palicy

Mo iterns Tound

Price Lists US Dollars +  Add Prico List | Print | Expuost | Macdify Table

Price List Aud Type Price Actions

Master Price List Glabal DLDNInherted From Course)

Audience Type | Audience Sub Type Add Seats | Add Audience Typs

Type | Aud. Sub Type F qe Sears Reserved Explratdon Date Actlon

HIH Sample Audience Type 100 Remaove

ger Approval Required to Regi:

prilly Na, Manager Appreval Nol Required)

Manager Approval and Designated Additional Approval Required 1o Regisier
Manager Approval Not Required fo Register

Completion Policy
Do you want to override Completion Palicy set at Course level (CurrentlyManager can mark complete}
Leamer can mark complata
Manager can mark complele

If for any reasen the offering is not completed
Change complnrtion status automatically after specified number of days ta the specified status, If the
offering has not been manually marked complete.

Seleel One- =

—p  Save
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Enrollments: To change the Minimum
Count, Maximum Count, and Waitlist
Count, enter the new values into their
respective fields.

Open Enroliments for All: The number
entered in this field represents the
number of days the start of an offering
that a course audience type will lose its
effect. All offerings based on this delivery
type will become open for registration to
all learners X number of days before the
offering starts.

Close Enrollments: The number entered
in this field represents the number of
days before the offering starts that
registrations will no longer be accepted
by learners.

Manager Approval Required to
Register: Select a radio button to change
the course policy.

Completion Policy: Select the
appropriate checkboxes to change the
course completion policy.



DELIVERY TYPES — ADDING A DROP POLICY

Learning Administrators can add a drop policy to a delivery type. All offerings that
are created based on this delivery type will inherit the drop policy as a default.

Follow the steps below to create a drop policy for a delivery type.
1. From the Policies tab, click the Add Drop Policy link.

Drop Policy g Add Drop Policy

Mo items found

2. Enter the percent to be charged if a learner drops the offering and the number

of days before the offering start date this policy will be effective.
3. Click the Save button.

Add New Drop Policy

* = required
Select Charge Type* fe] Percentage
| Flat Rate
Drop Charge* 100 L
Day(s) before event starts* 21 (enter negative value to apply drop policy after start of

event)

— Save Close

NOTE: Selecting the Flat Rate option requires a price to be entered: (Shown

below)
Add New Drop Policy
* = required
Select Charge Type*® 8 Percentage
“' FlatRate
Drop Charge* 100.00 * US Dollars [»]
Day(s) before event starts® 21 (enter negative value to apply drop policy after start of
i event)
— Save Close
4. The policy will now be added to the delivery type.
Drop Policy Add Drop Palicy | Print | Export | Maodify Table
Late Charge For cancellations up to Actions
100% 21 day(s) before event starts Delete
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DELETE A DROP POLICY

1. From the policies tab, click the Delete link associated with the drop policy.

Drop Policy Add Drop Palicy | Print | Export | Madify Table
Late Charge For cancellations up to Actions
100% 21 day(s) before event starts —p Delete

2. Click the OK button.

-
Message from webpage I&J
'9 Are you cure you want to delete?
_"[ OK ] Cancel ]

3. The drop policy will no longer apply to the delivery type.

ADD AN AUDIENCE SUB-TYPE TO A DELIVERY TYPE

Learning Administrators can add an audience sub-type to a delivery type. Adding
an audience sub-type at this level restricts all offerings created based on this
delivery type to the population in the audience sub-type. Follow the instructions
below to add an audience sub-type to a delivery type.

1. Click the Add Audience Type link.

Audience Type / Audience Sub Type Add Seats | Add Audience Type

Mo items found

N

Select Audience SubType from the Audience Type/Sub Type drop-down
menu.

Enter the name of the audience sub type.

Click the Search button.

Click the checkbox associated with the audience sub type.
Click the Select button.

o g kW
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Select Audience Type / Audience Sub Type

Show System Generated I

—

Select Audience Sub Type New Audience Sub Type

Showing 1 out of 1 results

Name

MIH Sample Audience Type

- Select

Name —Jp NIH Sample Audience Type/SubType  Audience SubTypeE|

Search

Print | Export

Close

7. Click the OK button in the confirmation window.

Message from webpage

e

@=% The selected audience types are associated with the delivery mode. Do
W' you also want to associate them with offerings of this delivery mode?

—| o ||

Cancel l

8. The Audience Sub Type will now be added to the delivery type.

Audience Type !/ Audience Sub Type

MNIH Sample Audience Type

Audience Type [ Audience Sub Type Percentage Seats Reserved Expiration Date Action

Add Seats | Add Audience Type

Remove

NOTE: You can add additional audience sub types by repeating these steps.

NOTE: All offerings created from this delivery type will be restricted to the audience

sub-type populations that have been added.

ADDING SEATS TO AN AUDIENCE SUB TYPE

A percentage of seats can be reserved for specific audience sub types that will be
reflected in the offerings created. Follow the instructions below to reserve seats in

the audience sub type.
1. Click the Add Seats link.

MIH Sample Audience Type

Audience Type [/ Audience Sub Type —Pp- Add Seats | Add Audience Type

Audience Type [ Audience Sub Type Percentage Seats Reserved Expiration Date Action

Remove

2. Select the audience Sub Type from the Audience Type or Audience Sub Type

Page | 119



drop-down menu.

3. Enter a number for the percentage of seats that will be allocated per offering
to the audience sub type.

4. Click the Add button then click the Done button.

Seats per Audience Type or Sub Type

Add seats for each audience type or subtype.

i?tlpdrif*nce Type or Audience Sub NIH Sample Audience Type E ¢

Percentage Seats Reserved:® 100 =

—Pp  Add Done

Audience Type or Audience Sub Type Print | Export | Maodify Table
Audience Type or Audience Sub Type Percentage Seats Reserved Actions

. Get Detail
MIH Sample Audience Type 100 Delete

5. The percentage of seats reserved will now be displayed along with the
audience sub type.

Audience Type / Audience Sub Type Add Seats | Add Audience Type

Audience Type ! Audience Sub Type Percentage Seats Reserved Expiration Date Action

MIH Sample Audience Type 100 Remaove

EEDITING THE NUMBER OF RESERVED SEATS
1. Click the Add Seats link.

Audience Type [ Audience Sub Type —P Add Seats | Add Audience Type

Audience Type ! Audience Sub Type Percentage Seats Reserved Expiration Date Action

MIH Sample Audience Type 100 Remove
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2. Click the Get Detail link in the Actions column.

Seats per Audience Type or Sub Type

Add seats for each audience type or subtype.

;T_'.&.I;ér.:*nce Tvpe orAudience SUD | goioct One- |Z|

Percentage Seats Reserved®

Add Done
Audience Type or Audience Sub Type Print | Export | Modify Table
Audience Type or Audience Sub Type Percentage Seats Reserved Actions
) - Get Detail
MIH Sample Audience Type 100 Delete

3. Enter a new value for the Percentage Seats Reserved field.

4. Click the Update button.
5. Click the Done button.

Seats per Audience Type or Sub Type
Edit seats for each audience type or subtype.
|Seats per Audience Type or Sub Type .NIH Sample Audience Type
Percentage Seats Reserved:* 75
v

_’ Update Cancel Done
Audience Type or Audience Sub Type Print | Export | Modify Table
Audience Type or Audience Sub Type Percentage Seats Reserved Actions
MIH Sample Audience Type 100 S;Ite?eem”

6. The reserved number of seats will now be updated.

MNIH Sample Audience Type 75

Audience Type [ Audience Sub Type Add Seats | Add Audience Type

Audience Type [ Audience Sub Type Percentage Seats Reserved Expiration Date Action
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‘LOCATING A COURSE AFTER IT IS CREATED
1. Click the Admin Icon.

2 HHS Learning Portal

The Joy of Learning Enabled Through Access! | ; b 4 — = | .NH-I)"J NIH Learning Admin

2. Select Courses in the left navigation menu. (Default)
3. Enter search criteria for the course then click the Search button.

Courses

Title: i Ims training sample = Course IO

Domain (&7 Audience Type/Sublype 4
You have a saved query

Configure | Save Search Query | Reset Saved Query

—P  Scarch
Course MNew Course | | Print | Export | Maodify Table
Snowing 1 out af 1 results
- Title Version Course ID Actions
Task
GO TeIDiaies == HIH LMS Training Sample FY2015 NIKLMS00001 Hew Offaring

4. Click the course Title link to view and edit the course details.

CREATING A NEW COURSE VERSION — OPTIONAL

Learning Administrators have the ability to create multiple versions of the course.
This is useful for courses that may have pricing or content changes periodically.
Creating a new version keeps a record of the course’s previous settings,
attachments, content, price, etc. If a course is update without creating a new
version, there will be no record in the LMS of the previous settings.

Follow the instructions below to create a new version of a course.
1. Click the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access! | L % P g | .NH-I)] NIH LearningAdmin

2. Select Courses in the left navigation menu. (Default)
3. Enter search criteria for the course then click the Search button.

Courses

Titie nih Ims training sample s Courss 10

Domain & Audience TyperSubtype &

on Order History You hiave 3 saved query.

Cenfigure | Save Search Query | Reset Saved Query

—  Search
Course MNew Course | | Print | Export | Modify Tabio
Showing 1 oul of 1 resulls
P
Title Verslan Course 1D Actlons
Tas
R = 1K LMS Training Sample FY2015 MIHLMS00001 New Offering

4. Click the course Title link to view and edit the course details.
5. Scroll to the bottom of the screen and click Create New Version.
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View All Offerings Create New Version  -ff— Save Cancel

available. (Both are required to save a new version.)

Enter the new version number and the date from which the course will be

7. Select any other options you would like to take effect when the new version is

created.
8. Click the Done button.

New Version: NIH LMS Training Sample

Version Mumber* FY16
Mew Version Available From?* 10/01/2015 ‘@1

[] Copy all course equivalents from the old version of the course to the new version.

[7] Add the new version of course to all packages which already had the old version.

[] Discontinue old version and replace with new version in curricula, goal items, equivalents, prerequisites, people
configurations and prescriptive rules.

[] If a user completed this course as an equivalent to a course in a certification, force recertification by @j

[] Disallow new enrollments for all active offerings ofthe old version of the course.

On My Success Plan
[] Forindividuals assigned the old version of the course (where the status is New), replace the old version of the course with the

new version.

Associated Certifications

' Do not replace the old version of the course with the new version.
@ Replace course, do notversion certifications. Select associated cerifications where old version of
course should be replaced with new version. Select cerifications in the next step.

! Create new versions of certifications with versioned course. Replace old version of course with new
version and manually create new versions of associated cerifications. Mote: This will launch a wizard to
create cerifications.

=gy  Done Cancel

NOTE: The old version of the course will still be active until the new version

becomes available.
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MANAGING OFFERINGS

OFFERINGS

Offerings, which are also known as classes or learning events, are individual
instances of Delivery Types. Just as Delivery Types inherit details from the parent
course, offerings inherit details from the parent delivery type.

There are four places from which you can create a new offering:

The Delivery Type tab of a specific course

The New Offering link on the Offerings search screen.

The Course Search Results table after searching for a course.
The Main Tab of an offering.

The following instructions will guide you through creating an offering from
the Offerings search screen.

|CREATE AN OFFERING

1. Select the Admin Icon.

g HHS Learning Portal

¥ The Joy of Learning Enabled Through Access! | 'NII'I>} NIH LearningAdmin

2. Select Offerings in the left navigation menu.
3. Click the New Offering link.

Catalog H
Offerings
Courses
 Private Ottenings

Subscription Orders
i Titie D
Subscription Order History r

Lromain z Audience lype/sublype E
Fasy Fntry Templates e .

Start Date >~ @ EendDate = =
Session Templates o

Course ID Language &)
Audience Types

Delivery -Select One- -
Catalog Guide
Packages Configure | Save Search Query ]

Search

Tasks
Certificate Templates Offerings —» New Offering

4. Click the Based on Course pick icon.
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New Offering

1.5elect Offering Type 2.Define Offering

Create New Offering

=1
Based on Course* | & —
Delivery Type* -Select One-

Next Cancel

5. Enter search criteria for a course then click the Search button.
6. Click the checkbox associated with the course in the results table.

Select Course

Title MIH LMS Training Sample <= Course ID

Domain |."£| Audience Type/Subtype |.‘(£|

Configure | Save Search Query

=g Search
Courses Print | Export | Modify Table
Showing 1 out of 1 results
Select Version Course ID Title
f FY2015 MIHLMS00001 MNIH LMS Training Sample
Close

7. Click OK in the confirmation popup window.
f Message from webpage @1

l._‘ MIH LMS Training Sample Selected

— it
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8. Select a delivery type from the Delivery Type drop-down menu.
9. Click the Next button.

New Offering

1.5elect Offering Type 2.Define Offering

Create New Offering

Based on Course* MIH LMS Training Sample 1

Delivery Type* Instructor led -

—fp  HNext Cancel

10. The Offering Details screen will be displayed.

EDIT OFFERING DETAILS - REQUIRED

1. In the Domain field, verify that the correct domain is specified and that it is the
same domain that is also specified for the Course and Delivery Type. If not,
change it so that it matches the domain of the other levels.

2. A description for this offering may be entered. This description will be in
addition to the description displayed from the course level.

New Instructor led Offering
1.5elect Offering Type 2.Define Offering
Offering Details
Title NIH LMS Training Sample
Course ID NIHLMS00001
D 00085131
Description
Character Limit 1000
Domain* NIH Common g
Course Description This course is designed to show I__earning Administrators how to build
and manage a catalog of courses in LMS.
Delivery Mode Description

3. Enter the start date of the offering.
4. Enter a session template. This will automatically calculate the end date.

5. Enter the duration. This will default to the duration of the delivery type but can
be changed if needed.

6. Enter the location and facility.

7. Enter the appropriate language.

Page | 126



Scheduling Details
Start Date* 03/26/2015 &

[~ Stop promotion from waitlist on offering start date

End Date
Session Template® NIH Thu- Fri 8:30-4:30 P 4
Duration(HH:MM)* 16:00

Location® Sample Location <
Facility Sample Facility &
Language* English |

8. The Offering Price and Training Units can be adjusted in the Pricing
Information section if needed.

Pricing Information

Base Price 0.00 (Inherited from Course)

Currency US Dollars &

Offering Price®

Multi-Currency Pricing % | This Offering is available only in inherited currencies and

currency selected above.

" This Offering is available in inherited currencies, the currency
selected above and default currency, US Dollars.

" This Offering is available in all the active currencies in the
system. Mote: Prices are only calculated for currencies that have
exchange rates defined in the system.

Training Units

9. Make any needed changes in the Registration Information section.

10.The Min Count, Max Count, and Max in Waitlist will default based on the
delivery type settings. These may be changed if needed.

Registration Information

Min Count* 3
Max Count* 25
Max In Wait List* 10
Student Count

Students Waitlisted

Overbook Count 0
Vendor 4]
e Seincg NIH LearningAdmin <
Representative g —
Allow Drop * Yes, this offering can be dropped anytime after registration
" Mo, this offering cannot be dropped on and after date ;‘@’I

0 days from start date

11.Make any necessary changes in the Availability Information section then
click the Finish button.
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Avallabllity Information
Dizplay far Call Center I

Display for | earner

Test

Slop Aulo-Promuolion Dale _LLLLm.
Cpen Enroliment Date Lu._!ﬁl.
UDc_n Enroliment For Al U.Ll.ﬂ'l
Audience Types Date "
Cnrollment Closes Defore ‘UJ__LﬁI'

Offering Reminder hefore Start 3
Drale (days)

Oiffe

alle

ring Completion Reminder 3
r End Dale (days)

4l

— Finisn cancel

Display for Call Center — Checking or unchecking does not change any
functionality in the LMS. Leave as is.

Display for Learner — When checked, the offering is visible to learners

in the LMS Catalog.

Test — When checked, the test attached to the course becomes available to
learners taking this offering.

Stop Auto-Promotion Date — The date entered here is the date learners no
longer move from the waitlist to the roster even if space becomes available.

Open Enrollment Date — The date entered here is the date the

offering becomes visible in the LMS catalog for all learners to register.
Open Enrollment For All Audience Types Date — The date entered here
is the date all learners will be able to register even if an audience type is
assigned to the offering.

Enroliment Closes before — The date entered here is the date that
learners can no longer register even if space is available.

Offering Reminder Before Start Date (days) — The number entered

here represents then number of days before the start date of the offering
that a reminder notification will be sent to registered learners.

Offering Completion Reminder after End Date (days) — The number
entered here represents the number of days after the offering end date that
a reminder notification will be sent to the owner of the offering.
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USING OFFERING DEEPLINKS

Once the offering is saved, deep links will be available for use on the main page.
Below is a description of what they are used for.

Offaring Details
Tille

Course ID

(ln]

Description

Dormain®

Course Description

Delivery Mode Descriplion

Owner

Name

MNIH | earmingAdmin

Instructor led Offering Details: NIH LMS Training Sample,#
NIHLMS00001,#00085133

Main Learning Assignments Expenses Related Info Policies Notifications m-

RIH LMS Training Sample
MIHLMS00001

000E51332

Character Limit: 1000
NIt Common Edit

This course is designed to show | earning Administrators how to build
and manage a catalog of courses in LM3.

https:testlearning. hhs.gow3abaWebiCloud!goto/GuestCourseDetail URL?
olld=cours000000000449538& callerPage=leaming/oeringTemplaleDelails xml

w  hitps:testlearning.hhs. gow2abaWebiCloudigoto/GuestCourseDetail UIRL?

olld=cours000000000449538& callerPage=leaming/oleringTermplaleDelails oml &privaleView=lrue

hilps. MesLisaming hhs. gowSabaiWe biCloudigolo/Gues OMering Delails 7
offeringld-class 00000000007 4022&IsFromDeaplink-true

rivate hllps. Meslleaming hhs gowSabaWeb/Cloudigolo/iGuesOMeringDelails 7

offeringld-class 00000000007 4022&IsFromDeap privateview-true

nttps:/Mestiearming.nns.g Wal g g Catalog?
offeringld=class 00000000007 40228 0neClickLecamingOM=truc

nttps:/Mestiaaming.nhs.gowsSabanven/Cloud/goto/Registercatalog?
offeringld=class 00000000007 40228 0ncClickLoamningOM=truc&privatcVicw=truc

Add Owner | Modify Table

Inhwrited From  Actions

Course Delete

e Course Deeplink URL - This link directs a learner to the course where all
course details can be viewed and registrations for any available offerings
may be performed.

o Offering Deeplink URL — This link directs a learner to the offering
where all offering details can be viewed and registration for the

offering may be performed.
e Registration Deeplink URL — This link registers learners for the offering.

NOTE: The Private view links allow learners to view even when the Display For
Learner checkbox is unchecked.
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OFFERINGS - LEARNING ASSIGNMENTS TAB

Learning Administrators may change any of the previous settings that have

defaulted from the course and delivery type levels. All changes affect the offering
only.

ILT Offering Details: NIH LMS Training Sample,# NIHLMS00001,#00085133

m (EETGILEEEL LG ELIE Expenses | Related Info | Policies | Notifications | Ratings

Learning Assignments And Evaluation

Add | ing tz and evaluation that | can usc to p this offering. Learners must complete all the required assignments and
the number of optional tasks specified below. You can also suggest the e inwhich the | i i need to be completed.

Any changes made to learning assignments and evaluation is not made available to leamer's registrations and/or completed
courses automatically. 1o make them available, you must save and publish these changes. Save and Fublish

Optional Tasks to Complete

Pre Class Assessment Add Preclass Assessment | Change Status

No items found

Learning Content Add Leaming Assignments | Change Status | Print | Export

Lip Down Type Module Name Netails Requiremeant Actions

@ [ Session Sesslons Stalus: Enanled Required Actions

Post Class Assessment Add Postclass Assessment | Change Status

Mo items found

Note: Overnde Otffening Completion Policy from Folicies [ab as Auto-completion, so as pre and post assessment can be
enforced to lcarner.

] Launch evaluation on completion

Evaluation Add Evaluation | Print | Export
Module Status Fuvent Actions
View Result
NIHTC Evaluation Published Only afler lhe Leamer has been marked Complele Edil
Delele
Learning Assignment Sequencing
@ Suggested leamer need not p previous ig t before attempting the next i tin the seq L
") Enforced - learner must complete (SUccessiully or unsuccessiully) the p before ] the next assignment in the
sequence.
Enforced wilh successhul complelion - leamer musl c Ihe previous i successhully before ing the next assignmentin the
senuence
Resources

Add persons, rooms, inventories or equipments required for this offering.

Resources Add Resource | Print | Export | Modify Table

Purposc R Type Q ity |R ID  Resource Name  Qualification Level  Rate Actions
View/Edit

Internal Classroom  Room 1 00007542 Clagsroom A 0.00 USD Uelete

View Calendar

Save and Publish
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ADDING A ROOM RESOURCE - RECOMMENDED

Adding a room to instructor-led offerings is important so that learners know which
room the offering is being held in. The room is displayed in the email notification
sent at the time of registration. Follow the instructions below to add a room to the

offering.
1. Click the Add Resource link.

Resources
Add persons, rooms, inventories or equipments required for this ofering.

Resources —p Add Resource

Ma items found

%ave and Publish

2. Select Room from the Resource Type drop-down menu.
3. Select Internal Classroom from the Purpose drop down menu.
4. Click the Next button.

Add Resources NIH LMS Training Sample,#
NIHLMS00001,#00085133

1.Add Resource Details 2.5elect Resource 3.Manage Session Schedule
Resource Type* Room Ed—
Purpose* Internal Classroom Eld—
Quantity 1

—gp  HNext Cancel

5. Enter search criteria for the room then click the Search button.

6. Select the radio button associated with the room being selected.

7. Click the Next button.
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1.Add Resource Details

Bhowing 1 out of 1 results

Select Name Location

i Sample Sample

T Classroom Location
Previous

2.5elect Resource

Facility

Sample
Facility

Select Room : NIH LMS Training Sample,# NIHLMS00001,#00085133

Location* Sample Location ]
Facility Sample Facility Ei’i
Ottenng Start Date 04/02/2015
Offering End Date 04/03/2015

Capacity* 25
Resnurce Name

[¥ avallable Resources Only
Currency \EJ’
Search  aff—
Room Print | Export | Modify Table

Max. Capacity Rate Actions
0.00 i
=0 usD @
—>

3.Manage Session Schedule

Next Cancel

8. On the Add Resources screen, click the Done button.

Add Resources

1.Add Resource Details

Sessions
] Sessions Start Date
1 04/02/2015
2 04/03/2015

rlgnore Scheduling Conflicts

Previous

2.%elect Resource

3.Manage

Select the sessions for which this resource must be scheduled.

View Resource Calendar

Day Start Time

Thursday 0830 am.

Friday 08:30am.
_..

Session Schedule

End Time

0430 p.m.

04:30 p.m.

Done Cancel

9. The offering will now be assigned to the room.
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Resources
Add persons, rooms, inventories or equipments required for this offering.

Resources Add Resource | Print | Export | Modify Table

Purpose Resource Type Quantity Resource ID Resource Name Cualification Level Rate Actions
View/Edit

Internal Classraom  Room 1 00007540 Sample Classroom 0,00 LIS Delate

View Calendar

e Change a room by clicking the View/Edit link in the Actions column.
e Delete a room by clicking the Delete link in the Actions column.
e View the room calendar by clicking the View Calendar link in the Actions

column.

RELATED INFO TAB

The related information that is inherited from the course and delivery type levels
may be changed as described in earlier sections of this manual. These changes
will only affect this specific offering. Changes made on this tab are

automatically saved.

ILT Offering Details: NIH LMS Training Sample,# NIHLMS00001

Main | Learning Assignments | Expanses IR N Policies | Notifications | Ratings

Administrative Tasks Add Task

Mo iterns found

Amnachments

Add Attachment

Mo items found

Notes Add Note

Mo items found

Delivery Type Attachments

Mo items found

Course Attachments Print | Expart

Attachment Name Type Calegory Locale Privale

URL Website English No

Catalog Prerequisites Add Prerequisites | Print | Expont | Modify Table

Tide Type  Mersion 1D Required/Recommended  Actions

HIH LM2

EnterinaThe oo o P13 WIHTCI009  Required Delele

CAN On An EEEE

Order

Continuing Education Credits Add Freld of Study | Prnt | Expont | Modity Tabls

Field of Study Description Default Credits Actions

Tolal Credits. 0

Learning Recommendations Add Recommendations

No items found
Nate: if rrcommendations are not added to the offering, recommendations on cowrse will be made aadlable fo e leamaers

Certificate Templates Add Cenificate Templates

HNo items found

Provider Information Print | Export
User Hame Date

Created by nihleamingadmin 033072015

Updaled by niblgamingadmin 0373012015

Add Attachments: See page 84
Add Prerequisite: See page90
Add Field of Study: See page96

Add Learning Recommendation: See
page100
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POLICIES TAB

The policies that are inherited from the course and delivery type levels may be
changed as described in earlier sections of this manual. These changes will only
affect this specific offering. After making changes, the Save button must be
clicked to make the changes permanent.

ILT Offering Details: NIH LMS Training Sample,# NIHLMS500001,#00085133

Main | Learning Assignments | Expenses | Related info W-lIH[-I3 Notifications | Ratings

Domain Level Drop Policies for Internal Orders

No items found

Domalin Level Drop Policles for External Orders

Mo items found

Delivery Mode Level Drop Policies

Mo ilemns found

Drop Policy Add Urop Policy

Mo items found

Price List US Dollars ~  Add Price List | Print | Export | Modify Table
Price List Aud Type Price Actions

Masler Price List Global 0.00 Delete
Audience Type / Audience Sub Type Add Audience Type

Audience Type / Audience Sub Type Min Seats  Expiration Date  Actions

Remove
MIH Sample Audience Type 25 Add Seals
Remuve Seals

Manager Approval Required to Register
@ Do nol Override Delivery Type Sellings (Currenlly. Mo, Manager Approval Mol Reguired)
Manager Approval Required to Register
Manager Approval and Designated Additional Approval Required to Register
Manager Approval Mot Required tn Register

Cancellation of pending val before days 2

Recurring Registration

@ Do not Override Domain setting (Currently sat to: Do not allow recurring ragistration if existing registration is In-Prograss or successfully completed
 Allow recuning registrations
" Do not allow recurring registration if current registration is n-Progress or successfully completed

Completion Policy

@ Use Domain level complelion policy Owenide Duinain level complelion policy.

Auto or manual cx
Domain level policy :Offering iz marked complete automatically when all lcaming assignments are
marked complete. (Currently:Manager can mark complete )
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‘ADD A DROP POLICY

Follow the instructions in the Delivery Types section to add a drop policy to the

offering.

‘ADD AUDIENCE TYPE SEATS

The LMS allows Learning Administrators to identify specific groups of people to
have access to an offering through the use of Audience sub-types. Any audience
sub-type that is added at the offering level will apply just to that offering. If the
intent is to have every offering restricted to a specific audience, the audience sub-
type must be applied to the delivery type (See page 118). If the course has
multiple deliver types, then the audience must be applied at the course level to
ensure that all offerings are restricted. To add an audience sub-type to a specific

offering, follow the instructions below.

NOTE: By default, all learners can view and register for all offering in the LMS

unless they are restricted by an audience sub-type.
1. Click the Add Audience Type link.

Mo items found

Audience Type / Audience Sub Type —p- Add Audience Type

2. Select Audience Sub Type from the Audience Type/Sub Type drop-down

menu.

3. Enter the name of the audience sub type then click the Search button.

4. Click the checkbox associated with the audience sub type.

5. Click the Select button.

Select Audience Type / Audience Sub Type

v

Name =3 NIH Sample Audience Type/SubType  Audience SubType E
Shuw Syslem Generaled [
—JP Search
Select Audience Sub Type Mew Audience Sub Type | Print | Export

Showing 1 out of 1 results

Name

MIH Sample Audience Type

_’ Select Close

The offering will now be restricted to the population of the audience sub type.
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Audience Type [ Audience Sub Type Add Audience Type

Audience Type [ Audience Sub Type Min Seats Expiration Date Actions

Remove

MIH Sample Audience Type Add Seats

SPECIFY RESERVED SEATS FOR AN AUDIENCE SUB TYPE

Learning Administrators can reserve a specific number of seats for an audience
sub type in any offering. Follow the directions below to reserve seats.

1. Click the Add Seats link in the Actions column.

Audience Type !/ Audience Sub Type Add Audience Type
Audience Type [ Audience Sub Type Min Seats Expiration Date Actions
NIH Sample Audience Type Remove

: Add Seats

2. Enter a value in the Min Seats field then click the Update button.

NOTE: The value entered cannot exceed the number of seats available in the
offering.

Seats within Audience 1ype or Audience Sub Type : NIH Sample Audience Type

Specify seats for audience type : MIH Sample
Audience Type

Min Seats Update .‘_
10 4—

Specify seals for audience sub type of NIH
Sample Audience Type

Iin Seats

Select Audience Type or
Audience Sub Type

Mo ltams Found

Close

3. The number of reserved seats for the audience sub type will now be displayed.

Audience Type /[ Audience Sub Type Add Audience Type

Audience Type [/ Audience Sub Type Min Seats Expiration Date  Actions

Remove
MIH Sample Audience Type 10 Add Seats
Remove Seats

These seats will be reserved for the population in the audience sub type. All other
remaining seats will be available to learners that are not in the audience sub type.
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‘LOCATING AN OFFERING AFTER IT IS CREATED

1. Click the Admin lcon.

2 HHS Learning Portal

The Joy of Learning Enabled Through Access! | L % - .NIH)} NIH LearningAdmin

2. Select Offerings in the left navigation menu.

3. Enter search criteria for the offering then click the Search button.

4. When the offering is found, click the Title to access the offering details.

Catalo -
2 Offerings
Courses
y " Private Offerings
uREclolon D1gets Tite = NIH | IS Training Sample )
Subscription Order History 7|
: Domain (&7 sudience Typersubtype &
Easy Entry Templates
Stan Date >= @ enopate<= il
Session Templates -
Course ID Language &/
Audience lypes
Delivery -Select Cne- ¥
Catalng Guide
AT Cullligure| Save Search Query
Rackages = Seairch
Tasks
Certificate Templates Offerings Mew Offering | Print | Export | Modify Table
” Snowing 1 out of 1 resuits
Cerificate Template Keywords
Categones Title Version ID Course ID Delivery Language Start Date End Date Actions
Cemifications MIH
I LMS °T Instructor .
Curricula FYZ015  DODERTEZE  NIHLMSDODD1 English DAAE01h  DANERDTS
= iraining led 0
Blended Programs Sample

NOTE: Offerings cannot be found by learners using the simple search on the day
that they are created. Using the advanced search or category search method is
the best way to for learners to locate the offering on the day that it is created.
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MANAGING ROSTERS

‘VIEW AN OFFERING ROSTER
1. Click the Admin Icon.

 HHS Learning Portal

The Joy of Learning Enabled Through Access! | " - v B | .NlHE NIH LearningAdmin

2. Select Offerings in the left menu.
3. Enter search criteria for the offering then click the Search button.
4. Click the Title of the offering.

Catalog

Offerings

Courses

" Private Offerings
Subscription Orders

Title = NIH LMS Training Sample D

Subscription Order History -
i - Domain E Audience Type/Subtype &H

Easy Entry Templates

Start Date =~ (@ EndDate <- =
Session Templates

Course ID Language g
Audience Types

Delvery -Select Onge- -

Catalog Guide

Configure | Save Search Query

Packages Search
laskes
Cemincate 1emplatas Offerings New Offering | Print | Export | Modify Table
< Showing 1 out of 1 results
Cenificate Template Keywords
Categories Title Vearsion 1D Course 10 Dellvery | anguage Stan Date Fnd Date  Actlons
Cernifications NIH
cumicuia LMS  pyopis 00085123 MIHLMS00001 'MEWUCOT pojich 0410212015 041022015
— Training led
Blended Programs Sample
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5. Scroll to the bottom of the screen and click the Roster button.

Instructor led Offering Details: NIH LMS Training Sample,#
NIHLMS00001,#00085133

Main Learning Assignments enses Related Info Policies Naotifications Ratings

Offering Details

Title NIH LMS Traming Sample

Course ID MIHLMS00001

L] 00085132

Description -

Character Limit 1000
Domain® HNIH Commeon Edit

This course is designed to show Learning Administrators how to build

Course Description
and manage a catalog of courses in LME.

Delivery Mode Desaiplion

hitps_ Mestlearming hihs. V surseDelailJRL?
obid=c 4495368 callerPage=N i ingTemplateDetails xml

¢ hips:ftesticaming.hhs v uestCourseDetallURL?
olld=c 1495368 callerPage=A i ingTemplateDetails xmi&privateView=true

hitpaiest lsarming hha N Mennglatails?
offeringld=-cass0000000000740228isFromDesplink=true

= hfpsiestleaming hhs Mennghatails?
T40228isF k= ' true

hitps:itest learming hhs gow2abaMWebiCloudigotoRegisterCatalog?
ofenngld=class000000000074022&0neClickLeamingON=true

hitps_iestlearming hhs gowSabaWe biCloudigoloRegisterCatalog?

4022, ikl eamingt
Owner Add Owner | Modify Table
Name Inherited From  Actions
NIH Learmingadmin Course Delete
1 I
Y S SN S N S Y SN S S S S SN Sy S Y S S
1 1
I I
1 $ 1
Copy Create New Offening Send Notification Hoster Save Cancel
View New Ofering
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ADD A LEARNER TO A ROSTER
1. While viewing the Roster tab, click the Add Learner link.

Learning Details: NIH LMS Training Sample

Offering Information

D 00085133

Instructor

Delivery Type Instructor led

Offering Type Public

Language English

Location Sample Location
Sessions MNIH Thu- Fri 8:30-4:30
Start Date 04/02/2015

End Date 04/03/2015

Status Open - Normal

Roster Information

Roster 0 of 25 seats are full. (0 Overbooked, 0 Pending Approval
registration(s) could be available for manager-approved registration
(s).)

Waitlisted 0 of 10 seats are waitlisted. (0 Pending Approval registration(s)
could be available for manager-approved registration(s).)

On Demand Motification Send

View by Registration Status -
Learners —Pp- Add Leamner

Mo Learners have been registered for this Offering

Cancel

2. Enter search criteria for a learner then click the Search button.
3. Click the checkbox associated with the learner.
4. Click the Select button.
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Select People
Select Input Type
© Upload a CSVFile
@ search for available leamers
Billed To
) Order Contact
@ Order Contact's Organization
Col a* =7
Conidlame NIHLEARNINGADMIN &7
Population  Intemal (=] FirstName  MIH
LastName Leamer Person ID
=7
Username Manager L(-L
= e
Organization %] Location &
(|
Domain & PersonType -Select One- El
—Jp  Search
Learners
Showing 2 out of 2 results
[ First Name Last Name Username Person Type Person ID Organization Location Manager
& NH Leamner NIHLEARMNER Other 00165395 HMAMG MNIHMANAGER
—_—5 Select Close

5. Click the Close button on the Registration Confirmation screen.

Registration Confirmation
Thank you, your request has been processed. Please check your email or Current Learming for training status updates
Printer Friendly Varsion
HIH Leamingadmin
HMAME
Confirmed
Crder Number 02491463
Order ltems
Title Leamers Delivery Type Status Class Date  Session Template Location Facility Actions Price
MIH
LMs HIH r MIH Thu- Fri 8.30- Sample  Sample . 0.00
Training Leamer Instructor led Confirmed 04022015 430 Location  Fadility Netes g
Sample
Order Total 0
Discount 0
Total o
6 —_— Close

7. The learner will be added to the roster as shown below.
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Offering Details QELEES Attendance | Results

Roster Information
1 of 25 seats are full. (0 Gverbooked, O Pending Agproval

Roster
reglstration(s) could ha avallable for managar-approved ragistration
51}
Waitlisted 0 of 10 seats we wailisted (0 Pending Approval registralion(s)
could ba avallabie for manager-approved registraton(s) )
On Demand Notification Sond
View by Registration Status 4 =
Learners Add Leamer | Print | Export | Modity Table

Showing 1 out of 1 results
E S s " " g Mandatory
First Hame Last Name Username Organization Audience Subtype Order Number Registration Status Approval Status Order Status Cancellation Reason Notes
MM Leamer  MHLEARNER HMAMS Unresenad 02491483 Confirmed Sppcoesl ol Confirmed Notes
i 1245146 Confirmnd Required »

Cancel

8. Additional learners may be added by repeating the previous steps in this
section.

‘CANCEL A LEARNER REGISTRATION

1. While viewing the roster, click the Registration Status of the learner whose
registration will be canceled.

Offering Details QGELEEIE Attendance | Results

Roster Information

10125 seats are full. (0 Overbooked, 0 Fending Approval

Rosler 7
regisbration(s) could be available for manager-approved registration
(1)
Waillisted 00110 seals are waitisted. (0 Fending Approval registration(s)
could be available for manager-approved regislration(s).)
©n Demand MNotification Send
View by Registration Status  ay -
Learners Add Leamer | Print | Export | Moddy Table

Bhowing 1 out of 1 results
Mandator
7 Motes

First Hame Last Name U Oy izati Audi Subtype Order Number Registration 5tatus Approval Status Order Status Cancellation Reason
MIH Leamar MIHLEARNER  HNAMS Unresennd Approval Nt Confirmed Motes
Required
Cancel

2. Select radio button for Cancel this registration for this learner.
3. Enter a comment in the Reason field to document the cancellation.

4. Click the Save button.

Registration Status

Leamer NIH Leamer

Status Confirmed

Move to the Waitlist with priority

=@ Cancel this registration for this learmer
Cancel this registration without applying any Iate charge.
Move o No Show
Mark as Walk In

P This learner cannot attend

Reason
the training.

_’ Lave Close
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5. Click OK in the cancellation charge message window.
Message from webpage @1

& A cancellation charge of 0,00 USD will be applied. Do you wish to
" continue?

—» ok [ cancel |

L 4

6. The learner will be removed from the active roster and their registration will be
cancelled.

Offering Detalls Roster LELGELL-) Results

Roster Information

0 of 25 seats are full (0 Overbaaked, 0 Pending Approval

Roster

registration(s) could be availabie for manager-approved regisiration

()}
Waitlisted 0 of 10 seals are waillisted (0 Pending Approval registraion(s)

could be available for manager-approved registration(s).)
On Demand Nelification Send

View by Registration Status sy e

Learners Add Learner | Print | Export | Modify Table

Showing 1 oul of 1 results

Mandato
First Name Last Name Usemame Organization Audience Subtype Order Number Regisiratdon Status Approval Stats Order Stams Cancellation Reason L Notes
. P— [ Approval Not - This leamer cannot —
N Leamer NIHLEARNER  HNAMS Unresarved 02491453 Cancelled Requineg Cancallad Attend the raining lotes
Cancel
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‘ RESCHEDULE A LEARNER

NOTE: Do not use this process for NIH Training Center Courses.
1. While viewing the roster, click the Order Number.

Offering Details Roster WAL ELE-] Results

Roster Information
Roster 1of 25 seals are full. (0 Overbooked, 0 Pending Approval

registration{s) could be available for manager-approved registration
(81}
Waltiisted 0 ol 10 seals are waillisled. (0 Pending Approval registralion(s)
could be avallable lor manager-approvid regialraton(s) )
On Demand Netification Send
View by Registration SIS Confirmed =
Learners

Add Leamer | Print | Export | Modify Table
Showing 1 oul of 1 resulls

First Name |Last Name L} Organizati Audi Subtype Order Number Registration Status  Approval Status  Order Status  Cancellation Reason Mandatory Notes
NIH Leamer  MHLEARNER HNAMG Unreserved 02491476 Confirmed ki Confirmedd Nates
cancel

2. Click the Reschedule link in the Actions column.
Order Details: Order Number 02491478 Bed

Crder Contact NIH LearningAdmin

Created On 04m52015

Crdar Satus Confirmad

Billled Ta HMNAMEG

Order Notes

Add Note
He ilerns found

Order ltems
Tiths Learnur Delivery Type  Status Actions Price Cancellation Reason
C
MIH LMS Training Sample MIH Learmer  Instructor led Confirmad ::E
Drap

Total 0.00USD

Cancel

3. Click the OK button in the popup window.
f Message from webpage @1

"\-.I This process may involve cancellation fees. Do you still want to
¥ continue?

—» | ok |[ cance |

J

4. Click the radio button associated with the new offering.
5. Click the Reschedule Without Charge button.
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Reschedule: NTH LLMS Training Sample
Title FIH LMS Training Sample Location @}
Keyword & Delivery Type  All [+]
StartDate ==  04/05/2015 [ Language  -Select One- [=]
— v
End Date <= B categony I
v
Facility & Competency L
Currency US Dollars  [=] )
Field of Study «
Search
Learning Offerings Print | Cxport
Showing 2 out of 2 results
Add  Title Version Delivery Type  Stant Date Fod Date | Session |Location Facility || anguage  Default Credits Price  Actions
NIH
MIH Thu-
o MS rv2015 instuctorled 04092015 04M02015 Frip30- SOmRIC  Samblo g, 0.00
TAining 430 Lowzalion  Falily usn
T Sample )
NH
MIHThu- .
IMS  byon4s  inctructorled 0462015 04MTI2015 Frigag.  SAmple  Sample oo, 0.00
Training 430 Location  Facility usp
Sarmple i
—p  Reschedule Without Charge Reschedule With Charge Close

The learner’s original registration will be cancelled and a new registration will

be created. The learner will receive a cancellation notification followed by a
registration notification.

7.

Click Cancel to return to the roster.

Order Contact
Created On
Order Stanis

Billed To

Order Notes

Mo items found

Order Items

Title

HNIH LME Training Sample

NIH LMS Training Sample

Order Details: Order Number 02491478

NIH LeamingAdimin
04/05/2015
Confirmed

HMNAME

Leamner Delivery Type Status

MNIH Leamer Instructor led Cancelled

NIH Leamer  Instructor led Confirmed

Actions
Motes

Change Leamer
Reschedule
Notes

Drop

Add Mule

Price Cancellation Reason

0.00 USD Registration has been Cancelled

0.00 USD

Total 0.00 USD

Cancel

o
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‘WAITLIST A LEARNER

1. While viewing the roster, click the Registration Status link.

Offering Detalls Roster WAELELTS] Results

Roster Information

Roster 1of 25 seats are full. (0 Overbooked, 0 Pending Approval
regiatration(s) could be avallable for manager-approved registration

s}

Waltlisted 0ol 10 seals are waillisled. (0 Pending Approval registration(s)
enuld he svallable Ior manager-approved registrabon(a) )
On Demana Notification Send
View by Registration Status 2 -
Learners Add Leamer | Prnt | Export | Moddfy Table

Showing 1 out of 1 results

Mandato
First Name Last Name Username  Organization Audience Subtype Order Number Registration Status Approval Staws Order Staws Cancellatlon Reason 4 Notes
- AME A0409147H CorE T Approval Not TR —
il Leamar NIHLEARNER  HNAME Unresened 02491478 Co Tr od Requiren Confirmed lotes
Cancel

Select the radio button for Move to the Waitlist with priority.

3. Enter a priority level. This corresponds to the order the learner will be promoted
from the waitlist if auto-promotion is being used. The value entered must be
equal to or less than the total number of learners on the waitlist. If this is the first
learner to be added to the waitlist, the priority level should be set to one (1).

Enter a comment in the Reason field if need.
5. Click the Save button.

Registration Status

Learner MIH Learner
Status Confirmed
Update Status 1 f—

= @ J1gve to the Waitlist with priority

) Cancel this registration for this learner

' Cancel this registration without applying any late charge.
© Move to No Show

2 Mark as Walk In

Reason e

— Save Close
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NOTE: If no priority level is set, an error message will be displayed as shown
below.

Message from webpage &

Waitlist priority for the registration must be greater than 0 and less than
' % or equal to maximum pnenty order, 1.

OK

6. The learner will now appear on the roster as a waitlisted learner with the priority
level indicated as well.

Offering Details @GUHES Attendance | Results

Roster Information
Roster 00125 seats are full, (0 Overbooked, 0 Penaing Approval

ragistralion{) could be availanle for manager-approved ragistration

(s)h)
Waitlisted 1 of 10 seats are waillisted. (0 Pending Approval registration(s)

could be availapie for manager-approved regisration(s).)
On Demand Notiicalion Send

View by Registration Stalus 4y -
Learners Add Leamer | Prnt | Export | Moddy Table
Showing 1 out of 1 results
u A P Mandatory
First Name Last Name Org. Subtype Order Humber Regiswration Status  Approval Stams  Order Staws  Cancellation Reason Notes
NIH Leamer  MHLEARNER HMAME Unreserved 02491478 MNGHRSIGHRIIGG]  Aooroval Nt Confimed Notes
1) Requited
Cancel

‘PROMOTE A WAITLISTED LEARNER

1. While viewing the roster, click the Registration Status link.

Offering Details EEERTTE Attendance | Results

Roster Information
Rostar 0 of 25 seats are full. (0 Overbooked, 0 Pending Approval

registration(s) could be available for manager-approved regislration
80
Waitlisted 1of 10 seals are wallisted (0 Pending Appraval regisiraton(s)
could be available for manager-approved regisbralion(s).)
On Demand Nolification Send
View by Regiatration Status sy =
Learmners Add Leamer | Print | Expont | Modify Table

Showing 1 out of 1 results

Mandat
First Name [Last Name Username Organization Audience Subtype Order Number Hegistration Status Approval Status Order 5tatus Cancellation Heason gt Notes

Waitlisted (Prionty  Approval Mat

NIH A A 3 02491478 3!
i Learner MIHLEARMER HMAMS unresenved 2491 1) Required

Confirmed Motes

Cancel

2. Select the radio button associated with one of the two following options:
* Move into the class with confirmed status
* Move into the class with confirmed status, by increasing class count
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Registration Status

Learner MNIH Learner
Status Waitlisted (Priority 1)
Update Status

) Move to the Waitlist with priority

—P @ Wove into the class with confirmed status
—P ) WMove into the class with confirmed status, by increasing class count
7 Cancel this reqgistration for this learner
' Move to No Show

Reason

—p Save Close

3. The learner will now be moved from the waitlist to the roster with a confirmed
status.

Offering Detalls WELLIEIE Attendance Results

Roster Information
Roster 1 of 25 seats are full. (0 Overbooked, 0 Pending Approval
registration(s) could be available for manager-approved registration
(s).)
Wattlisted 0 of 10 seats are waillisted. (0 Pending Approval registration(s)
could be available far managear-approved ragistration(s) )
On Demand Motification Send
View by Registration Status  ay -
Learners Add Leamer | Print | Expont | Modify Table

Showing 1 oul of 1r1esulls
Mandats
andatory |

First Name Last Name Username Organization Audience Subtype Order Number Registration Status  Approval Status  Order Status  Cancellation Reason

NIH Leamer  NIHLEARNER HNAMS Unresenved 02491478 Confirmed ';‘ﬂ‘j::h”m Confirmed Noates

Cancel
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ADD A “WALK-IN" LEARNER TO A ROSTER

1. While viewing the roster, add the “walk-in” learner to the roster as described in

the section: Add A Learner To A Roster

2. Click the Registration Status link of the walk-in learner.

Roster Information
Roster

Waltisted

On Demand Notiication

Learmers
Showing 1 out of 1 results

First Name Last Name LUsemame

10l 25 seals are lull, (0 Overbooked, 0 Pending Approval
registration(s) could be available for manager-approved registration
(s).)

0 of 10 seats are waillisted. (0 Pending Approval registration(s)
could be avallable for manager-approved registration(s) )

Send

Organization  Audience Subtype Order Number Registration Status  Approval Status  Order Status  Cancellation Reason

View by Registialion Slalus gy -

Add Leamer | Print | Expont | Modify Table

Offering Details @GS EE Attendance | Results

Mandatory -

MIH Leamer NIHLEARNER HNAMG Unreserved 02491478 Confirmed 2‘;::‘:[’:'6”‘" Confirmed Mote
Cancel
3. Select the Mark as Walk In radio button.
4. Click the Save button.
Registration Status
Learner MIH Learner
Status Confirmed
Update Status
) Maove ta the Waitlist with priority
) cancel this registration for this leamer
) Cancel this registration without applying any late charge.
) Move to No Show
ark as Walk In
Reason s
—fp  Save Close
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5. The learner will be shown on the roster as “Confirmed (Walk In)”.

Offering Details BGHEE Attendance | Results
Roster Information
Roster 1 025 seats are full (0 Overbooked, 0 Pending Approval
registration(s) could be avallable for manager-approved registration
{s).)
Waitlisted 0 of 10 seats are warlisted (0 Pending Approval registration(s)
could be available for manager-approved registration{s).)
On Demand Nofication Send
View by Registration Status  a -
Learners Add Leamer | Print | Expant | Modify Table
Showing 1 out of 1 results
g 4 4 2 2 2 L e 3 s D Py Mandatory
First Name Last Name Username Organization Audience Subtype Order Number Regqistration Status Approval S5tatus Order Status Cancellation Reason Notes
NI Leamer  NIHLEARNER HNAMS Unresened 02491478 Confirmed (Walk In) APBraval Not Confirmed Notes
Reguired
cancel

‘MARK A CONFIRMED LEARNER AS A “NO-SHOW”

1. While viewing the roster, click the Registration Status link.

Oftering Details Roster WAL LTELT] Results

Roster Information

106125 seats are il (0 Cvernooked, D Pending Approval

Roster

registration(s) could be avallable for manager-approved registration

[E38]
Waitlisted 0 of 10 seats are wallisled (0 Pending Approval registraton(s)

could be available for manager-approved registiation(s))
On Demand Notification Send

View by Regialrahon Status  ay P

Learners Add Learner | Print | Export | Moddy Table

Showing 1 out of 1 results

Mandatory ot
otes

First Name Last Name Username  Organization Audience Subtype Order Number Registration Status  Approval Status  Order Status  Cancellation Reason

NIH Leamer MIHLEARMER HNAME Unreserved 02451478 Confirmad ;:r::;:]um Confirmed Nates
Cancel
2. Click the Move to No Show radio button.
3. Click the Save button.
Registration Status
Learner NIH Learner
Status Confirmed
2 Move to the Waltlistwith priority
) Cancel this registratinn for this leamer
7 Cancel this registration without applying any late charge.
= @ Kjove to No Show
Reason *
— Save Close

4. Click OK in the Cancellation Charge message window.
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" & ™
Message from webpage @

This process may involve cancellation fees. Do you still want to
continue?

—p| ok || conce |

.

s

6. The learner’s registration will be cancelled and marked with the status
“Cancelled (No Show)”.

m il _

Roster Information

0 of 25 seals are full. (0 Overbooked, 0 Pending Approval

Roster

registration(s) could be available for manager-approved registration

(511
Waltlisted 0ol 10 seals are waillisled. (0 Pending Approval registralion(s)

enuld he svallable Ior manager-approved registrabon(a) )
On Demand Motification Send

View by Registration Status x| -
Learners Add Leamer | Print | Export | Modity Table
Showing 1 oul of 1 results
" o Mandatory
First Name  Last Name Org Audi Subtype Order Number Registration Status  Approval Status  Order Staws Cancellatlon Reason Notes
Nk Leamar NIHLEARNER HNAME Untesanvad 02491478 Cancalied (No Show) :‘;‘:I'lfl‘;:lﬂﬂm Cancellad Motes
Cancel

Page | 151



CLOSING OUT AN OFFERING

‘ RECORDING ATTENDANCE

1.

While viewing the roster, click the Attendance tab.

NIH

NIH

Offering Detalls Roster E-AELTELTT Results

Rester Information

Roster 4 of 25 seals are ull. (0 Overbooked, 0 Pending Approval

registration(s) could be available lor Manager-approved registranon

(s))
Waitlisted 0 af 10 seats are wamisted (0 Pending Approval ragistrahonis)

could be available for manager-approved registration{s).)
On Demand Notification Send

View by Registration Status g -
Learners Add Learner | Print | Export | Modify Table
Showing 4 oul of 4 results
- e - 5 r n Mandatory

First Name Last Name L} Org, Avsel Subtype Order Number Registration Status  Approval Status  Order Status  Cancellation Reason Notes

NIH L

NIH L

SeREp: NIH LRN- = 240148 Confirme Approval Hot Madaa
eamer 01 o HNT61 Unreserved 02491483 Confirmed Reauired Confirmed Mates
MIM LRN- = z ez R Approval Not
eamer 02 Py HNT761 Unresenved 02491483 Confirmed Required Confirmed Notes
s MIH LRN e T st Approval Not ———
camer 03 01 HHNTE Unreserved 02451483 Confirmed Required Confiemed Motes

NIH LRN- A4 O1AR ~ Approval Hot M
same ” Senve 02491483 Confirme T Notes
amer 04 04 HNTE1 Unresenved 2 8 onfirmed Reauired Conflrmed te

Cancel

From the Week drop-down menu, choose the week of the offering you will
mark attendance for.

From the Day drop-down menu, choose the day of in the week of the offering
you will mark attendance for.

To assign the same time to all learners, perform the following steps:

Select the Mass-Grant to all learners radio button to mark the attendance for
all learners at once.

Enter the time being assigned to the learners in the time field.
Click the Save button.
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St m il m—

Select Session
Week \Week 1, 03/29/2015 - 04/04/2015 ~ D3V Wednesday ( 08:30 am - 04:30pm. ) =
Grant Attendance for Session T ?

@ Grant Manually HH:Mw  08:00

@ Mass-Grant to all learners \

Week 1 : Wednesday ( 08:30 a.m. - 04:30 p.m. )
Showing 4 out of 4 results

Learner Mame

MNIH Learner 01
NIH Learner 02

MNIH Learner 03

1

MNIH Learner 04

*-unconfirmed registration

—)p  Save Clear Cancel

Select Session

Grant Attendance for Session

@ MWass-Grantto all learners

Week 1 : Wednesday ( 08:30 a.m. - 04:30 p.m. )

Showing 4 out of 4 results

Learner Name

MIH Learner 01

MIH Learner 02

MIH Learner 03

JULLE

MNIH Learner 04

*unconfirmed registration

1 Grant Manually HH:MM

Save Clear

Week week 1, 03/29/2015 - 04/04/2015 ~ D3 Wednesday (08:30 am. -04:30 pm_) ~

00:00

Cancel

9. Repeat steps 1-4 for each day attendance was recorded.

8. All learners will be granted the same number of hours for attendance.
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GRANT ATTENDANCE MANUALLY - OPTIONAL

Click the Grant Manually radio button.
Enter the hours in the Hours field for each learner.

NOTE: You may enter the hours in the time field and then click the down arrow
to populate all the learner’s hours with that amount of time.

Click the Save button.

Select Session
Week wWaek 1, 03/29/2015 - 04/04/2015 = D3 Thursday ( 08:30 am. - 04:30 pm.)

Grant Attendance for Session
@ Grant Manually HH:Mm  08:00
| ,Nass-Grant to all learners ? T

Week 1: Thursday ( 08:30 a.m. - 04:30 p.m. )
Showing 4 out of 4 results

Learner Name Hours
MIH Learner 01 06:00
MNIH Learner 02 08:00
MIH Learner 03 08:00
MIH Learner 04 08:00

*-unconfirmed registration

—f Save Clear Cancel

5. In this example, all learners were granted the same number of hours except the
first learner. Using the Grant Manually option allows the Hours field to be
updated individually.

6. Make sure all learners have a time recorded before proceeding.
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RECORD GRADES & COMPLETION STATUS

1. While viewing the roster, click the Results tab.

2. Click the Status drop-down menu and select the appropriate status for each
learner.

3. NOTE: The drop-down menu above the Learning Results table can be used to
change the status of all learners at once. Select the status to be assigned to all
the learners then click Apply to All. The exceptions can always be edited
separately.

Select Session
Week \Week 1. 03/29/2015 - 04/04/2015 ~ D3 Thursday { 08:30 am.-04:30 pm.) -

Grant Attendance for Session
@ Grant Manually HH:Mw  08:00
-_%ass—@ranttn all learners * T

Week 1 : Thursday ( 08:30 a.m. - 04:30 p.m. )
Showing 4 out of 4 results

Learner Name Hours
MIH Learner 01 06:00
MIH Learner 02 08:00
MIH Learner 03 08:00
MIH Learner 04 0&:00

*-uncanfirmed registration

_... Save Clear Cancel

4. Click Apply to All associated with the Grade. With no value entered, this will
remove all zeros so that they are not recorded on the learners’ transcripts.
Grades that are earned can always be entered separately if needed.

5. Click the Save button.
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MARKING AN OFFERING DELIVERED

1. Click the Status which is currently set to Open Normal.

Learning Details: NIH LMS Training Sample
For more details on the OPM standard EHRI Values, click here.
Offering Information

ID 0ooss181

Instructor

Delivery Type Instructor led

Language English

Location Sample Location

Session NIH Wed-Thu 8:30-4:30

Start Date 04/01/2015

End Date 0410212015

Status Open - Mormal -f—

2. Enter the date the class is marked delivered then click the Save button.

NOTE: New learners can be added to the roster at any time after the offering has
been marked delivered.

Offering Status
After an offering has been cancelled or delivered, its status cannot be changed again.
Offering 00085181
Current Status Open - Normal
Change Status to
# Delivered
Delivery Date 04/02/2015 E €—
" cancelled

—_— Save Close

3. The transcripts for all learners will be updated.
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CANCEL AN OFFERING

1. Click the Status which is currently set to Open Normal.

Learning Details: NIH LMS Training Sample
Offering Information
[=] 00DE5188
Instructor
Delivery Type Instructor led
Offering Type Public
Language English
Location Sample Location
Sessions MIH Thu- Fri &:20-4:20
Start Date 04/02015
End Date 04/10/2018
Status Cpen - Mormal 1‘_

2. Select the Cancelled radio button.
3. Click the Save button.

Offering Status

Cffering 00085168
Curment Status Open - Normal

Change Status to
T Delivered

Delivery Date Eﬁ

*| Cancelled

—_—p  save Close

After an offering has been cancelled or delivered, its status cannot be changed again.

4. The offering will now be cancelled.

Offering Information

8} 00085188

Instructor

Celivery Type Instructor led

Offering Type Fublic

Language English

Location Sample Location
Sessions MIH Thu- Fri 8:20-4:20
Start Date 0402015

End Date 04/10/2015

Status Cancelled - Normal ‘—

Learning Details: NIH LMS Training Sample
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LEARNER ENROLLMENTS

An Enrollment is an offering that a learner is registered for, but has not

completed.

‘VIEW A LEARNER’S ENROLLMENTS
1. Click the Admin Icon.

2 HHS Learning Portal

‘;*": The Joy of Learning Enabled Through Access! | _L b 4 o 0 | .NIH)] NIH LearningAdmin

2. Click Learning Administration in the left menu.

Offerings Title Course 1D
Subscription Orders Domain (& audience Type/Subtype
Subscription Order History Configure | Save Search Query
Easy Entry Templates
Session Templates
Course
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs

Resources

Continuing Education Plans

Learning Administration e

<

Search

Mew Course |

3. Click Current Learning in the left menu.

4. Enter search criteria for the learner then click the Search button.

5. Click the View Registrations link.
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Catalo -
g Current Learning
Resources
Continuing Education Plans Manage current learning for people.
Learning Administration
B Ad d 5 h
Current Learning b ot
Person Mames NIH Learner s - @

Completed Learning TR @

Certifications

Curricula il

Continuing Education

=—fp  Search

Order History

Legacy Assessments " ; ,
Current Learning Print | Export | Modify Table
Knowledge Base Showing 1 out of 1 results
Production Repository
Last Name First Name Username Person Type Actions
Content Tools
fiew i i

Pricing Learner MIH MIHLEARMER Other —b\,ng,,r Registrations

NOTE: If you do not find the account you are looking for, try Advanced Search.
The advanced search will allow you to enter partial names, search for everyone
under a specific manager or organization code, etc.

6. You will now see the enroliments for the learner.

Current Learning for NIH Learner
View aj -

Current Learning Print | Export | Modify Table
Select Title Delivery Type Start Date Location Facility Status Merged From Mandatory [C] Actions Package

Alternative

Dispute 3 et s

Resohition Online Training Confirmed [] Actions

(ADR)

Books 24x7  Online Training Confirmed [F] Actions
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MARK AN ENROLLMENT COMPLETE

This function should rarely be used since Learning Administrators are able to mark
multiple completions from the roster. In the event that an offering can’t be closed
out, a Learning Administrator may mark the completion from the learner’s
enrollments area.

1. While viewing a learner’s enrollments, click the Actions link in the Actions
column.

2. In the Actions popup, click the Mark Complete option.

Current Learning for NIH Learner
View ay -

Actions

Current Learning Print | Expor
View Learming Assgnments
Mark Complate f—

Select Title Delivery Type Start Date Location [Facility Status Merged From  Mandatory Actic pygp

Onling Training Canfirmeaad ACons f—

3. Click the radio button for successful.

Enter any scores, grades or comments as needed.
5. Click the Save button.
Progress Report for Alternative Dispute Resolution (ADR)

OMering Mame Alternative Dispute Resolution (ADR)
Leamer Name MIH Learner
Update Status To = & cucresshil

" Mot Pualuatad
" Uinsucrassful

Scue

Grade

This course did not mark

Comments
—’ complete automatically.

—  Save Close

6. The enrollment will be removed and a transcript item created for the learner.
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DROP A LEARNER ENROLLMENT

1. While viewing a learner’s enrollments, click the Actions link in the Actions

column.

Current Learning for NIH Learner

Current Learning

Select Title

Onling Training

Delivery Type  Start Date  Location Facility | Status

Confirmed

View a

Print | Expn

Merged From  Mandatory Actic

Actions

Actions

View Leaming Assignments
Mark Complete

Orop af—

=

2. Click the Drop button.

Drop Charge
Title

Delivery Type
D

Start Date
End Date
Sessions
Location
Language
Description
Abstract
Domain

Drop Palicy

0.00 USD
Alternative Dispute Resolution (ADR)
Online Training

00004867

English

HHS Common
MNIA

_’ Drop

Drop Course: Alternative Dispute Resolution (ADR)

Back

3. The enrollment will be cancelled for the learner.
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COMPLETED COURSES

The LMS maintains a transcript of all completed training. Transcripts may contain
records for training delivered by NIH, the Department of Health and Human
Services (HHS), in addition to training completed outside of HHS (e.g. a college
course, conference, etc.). Since the LMS is a department-wide system, transcripts
will go with an employee if he/she moves to another agency within HHS.

NOTE: All historic training has not yet been migrated into the LMS from existing
systems. As a result, some records may not appear on a Learner’'s LMS transcript
but can be manually added by a Local Learning Administrator.

|VIEW COMPLETED COURSES
1. Click the Admin Icon.

HHS Learning Portal

= The Joy of Learning Enabled Through Access! | L b 4 ) o | 'NHE NIH LearningAdmin

2. Click Learning Administration in the left menu.

== Courses
Offerings Title Course |D
ey Al
Subscription Orders Domain & audience Type/Subtype | &
Subscripti der Hi . i
Seo i Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course Mew Course |

Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans

Learning Administration s
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Select Completed Learning in the left menu.

5. Enter the learner’'s name in the Name(s) search field then click the Search
button.

6. Click the View Completed Learning link in the Actions column.

Catalog

Completed Learning

Resources
Continuing Education Plans Manage completed learning for people.
Learning Administration

Ad dS h
Current Learning vanced searc

i Person Mames HIH Lear: 7 &
Completed Learning sarner = L7}
Certifications
Curricula i

Continuing Education

— Search
Order History
Legacy Assessments 5 : 2 :
Completed Learning Add Completed Learning | Print | Export | Modify Table
Knowledge Base Showing 1 out of 1 results
Production Repository
Last Name  First Name |Username Person Type Actions
Content Tools
Pricing Learner NIH NIHLEARMER Other = View Completed Learning

NOTE: If you do not find the account you are looking for, try Advanced Search.
The advanced search will allow you to enter partial names, search for everyone
under a specific manager or organization code, etc.

7. The transcript shows the last 90 days of training by default. To view transcript
items outside of that date range, change the date range values and then click
Search.

Completed Learning: NIH Learner
Completed leaming is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export link. To access and launch|
content for a completed online course, click the View Learning Assignments link.
Active | Inactive

From 01/06/2015 E T 04/06/2015 =

Delivery Type Al » Search

Completed Learning Add Completed Leaming | Print | Export | Modify Table
showing 2 out of 2 resulls

Item Name Status Marked Complete By Ended/Completed On Date Actions
Creating Your Individual Development Plan Successful View Details
An Inaividual Development Plan (INP) outlings career goals and Is a developmental action  On: 01262015 Edit

plan to move you from where you are, to where you would like to be, or to where you need  Score: 0 Delete

to be. It provides sy ic steps to imp perfi and build gths related to Print

your current job, and lo meel your career goals. The goals of an IDP are developed by you
with Input from your supervisor. The IDP liNks your career interests and needs to
organizational priorities. In this course, you will leam strategics for developing your own

Certificate

IDP and career goals. it will assist you ing your current qths and d
needs, eruipping you wilh the knowledge to help you move foowand on your professional
patn. with who need Sign Language Interpreters or

reasonable accommeodation to participate should contact the Federal Relay (1-200-277-
&339) at least 5 days in advance. Blda: Rockledae Il (G701 Rockledge Drive), Room
a100/9104
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EDIT A COMPLETED COURSE ITEM

IMPORTANT! Edits to completed courses should only be performed when you
take possession of the credentials that warrant the changes. These credentials

should be kept on file in a secure location designated by your organization’s
management team.

Follow the instructions below to edit a completed course item.

1. While viewing the completed courses, click the Edit link in the Actions column
of the Completed Courses table.

Completed Learning: NIH Learner

Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export link. To access and launch

content for a compleled online course, click the View | earming Assignments link
Active | Inactive
From 010672015 BE U4/U6/2015 =
Delivery Type Al bt Search

Completed Learning

Add Completed Leamning | Print | Export | Modify Table
Showing 1 out of 1 results

Item Name Status Marked Complete By Ended/Completed On Date Acti

MIH Clinical Center: Fire Safety Training for I lealth Care Personnel Successful 02/04/2015 View Details
This onling riaining module is designed Lo review fire safely procedures including On: 0210477015 — it

H.A L E. and proper use of fire <. Upon comp of the lesson, leamers Score: 100 Delete

should be able to identify characteristice of a fire, respond effectively to a fire View Leaming
emergency, know how fire extinguishers work, recognize fire alarms and detection Assignments
devices, and review tips to reduce the risk of fire emergencies in the NIH Clinical Center. Print Certificate
Registralion Dale: 02/04/2015
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2. Make all necessary changes then click the Save button at the bottom of the
screen.

3. Click the Cancel button to return to the learner’'s completed courses.

Transcript Details

Completed Learning

Details

Course Mame MIH Clinical Center. Fire Safely Training fur Health Care
Hersonnel

Learner Mama MIH Learner

(o] NIHCCFS2014

Description This online training module is designed to review fire safety
procedures induding R ACFE and proper use of fire exdinguishers
Upon completion of the lesson, learners should be able to identify
characleristics of a fire. respond effectively to a fire emergency, know
now fire extinguishars work, recognize fire alarms and detection
devices, and review tips to reduce the risk of fire emergencies in the
NIH Clinical Center.

Complelion Slalus Successhil -

Marked Complete by [

Delvery Type onling Traming

Offering Start Date =

Ended/Completed On Date 02/04/2015 @

Registration Date 02/04/2015 &

Marked Complets Date 02/0412015 =

Start Time(HH:MM)

Fried Tirme(HH M)

Duration(HH:MK) 01:00

Logztion

Score 100

Grade

Defa ]

Other Information

EHRI: Training Duty Hours
(1101}

EHHL Training Non Duty Hours 1y
(1102}

EHRI: Training Per Diem Cost 0
(1103)

EHRI: Training Travel Cost 0
(1104)

EHRI: Training Nengovernment 0
Contripution Cost (1105)

CHRI: Training Travel Indicator

(1108) L ke

EHRI: Continued Service

Agresment Expiration Uate

(1230}

Results by Module Print | Export | Modify Table
Module Requirement  Completion Status  Details Resulis
MIH Clinical Cenler Fite Salely ﬁ}emp&

Training for Health Care Required Successful Unmléd View
parsonne! Score: 100.00
Antachments Add Attachment
Mo items found

v

=) Save Cancel
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UPLOAD AN EXTERNAL DOCUMENT

Learning Administrators can upload external documents such as the certificate of
completion that was received after completing a course. Follow the instructions
below to upload a document that will be attached to the completed course item.

1.

While editing a completed course item, scroll to the bottom of the screen and

click the Add Attachment link.

Attachments

Mo items found

—P Add Attachment

Save Cancel

2. Enter a name for the certificate of completion.

3. Select URL or File radio buttons and enter the path where the file may be

found.

New Attachment

Attachment Name*

2 URL
9 File

Type *

Category*
Locale*

Is Private

*=required
Certificate of completion
C:\Usersthughesba\Docul  Browse...
User added cerificate |Z|
English[~]
-
e Save Close

4. The certificate will now be attached to the completed course item.

Attachments
Autachment Name

Type

Certificate of complefion  File

Caleyury

User added cerificate

Add Attachment | Print | Export

Lucale

English Mo

—

Private  Actions

Edit Attachment
Delete Attachment

Save Cancel
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DELETE A COMPLETED COURSE ITEM

IMPORTANT! Once a transcript item is deleted, the action cannot be undone. A
new transcript item would need to be added if one was deleted unintentionally.

1. While viewing completed courses, click the Delete link in the Actions column.

Completed Learning: NIH Learner

Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Cxcel, click the Cxport link. To access and launch
content for a completed onhine course, click the View Leaming Assignments ink.

Active | Inactwe

From 01/06/2015 H 1 04/06/2015 &

Delivery Type Al - Search

Completed Learning Add Completed Leamning | Print | Export | Modify Table
showing 2 out of 2 results

Item Name Status Marked Complete By Ended/Completed On Date Actions
Creating Your Individual Development Plan Successful View Details
An Individual Development Plan (IDP) outlines career goals and Is a developmental action  On: 01/26/2015 Edit

plan to move you from where you are, to where you would like to be, or to where youneed  Score: 0 —p-Delete

to be. It provides systematic steps to improve performance and build strengtha related to Print

your current job, and o meel your caresn goals. The goals of an IDP are developed by you Certificate

WIth Input Irom your supervisor. The IDP INKs your career interests and needs to
organizational prioritics. In this course, you will learn strategics for developing your own
IDP and career goals. It will assist you assessing your current strengths and development
neads, equipping you with the Knowladge 1o Ralp you move [orward on your professional
devaelop path. Individuals with disabil who need Sign Language Interpreters or
reasonable accommeodation to participate should contact the Federal Relay (1-800-877-

8338) al leasl 5 days in advance. Bldg: Rockledge Il (6701 Rockledye Drive), Room
UL TITIILVR TIT

2. Click the OK button in the confirmation popup window.
Message from webpage lﬂ

P~
el Are you sure you want to delete?
L 4

—» ok [ cance |

3. The completed course item will be deleted and will now be added to the Inactive
tab. To see all the items that have previously been deleted, click the Inactive
tab.

IMPORTANT! Only completed courses on the Active tab will be factored into
completion reports.
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ADDING COMPLETED COURSE ITEMS USING AN EXISTING ITEM

Learning Administrators may manually add additional training to a learner’s list of
completed courses. The types of learning that are frequently added manually are:

e External training that was completed outside of NIH/HHS

e NIH/HHS training that is not in the LMS catalog

e LMS catalog courses that could not be added by a Learning
Administrator during the time completions were being marked

IMPORTANT! The guidelines for verifying completed training may vary by IC,
office, division, etc. Please be sure to check with your organization to determine
the process for verifying the completion of training prior to manually entering it.

Follow the instructions below to add a course that already exists on another
learner’s transcript.

1. Click the Admin Icon.

B HHS Learning Portal

The Joy of Learning Enabled Through Access! | Al % - | .NH-I)] NIH LearningAdmin

2. Click Learning Administration in the left menu.

=t Courses
Offerings Title Course 1D
Subscription Orders Domain (&7  Audience Type/Subtype 7]
S TS
Subscription Qrder History gt | o Sakreh ity
Easy Entry Templates Search
Session Templates
Course Mew Course |

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources

Continuing Education Plans

Learning Administration e
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3. Select Completed Learning in the left menu.
4. Click the Add Completed Learning link.

Catalog Completed Learning

Resources

Learning Administration
Current Learning
Certifications
Curricula
Continuing Education
Order History

Legacy Assessments

Completed Learning
Knowledge Base

Continuing Education Plans Manage completed learning for people.

Advanced Search

®

Search

— Add Completed Leaming

5. Click the Use Existing Item link.

For information on EHRI values, please refer to the OPM Guide to Data Standards.

ltem/Event Name*

Description

Character Limit: 1000
Offering Start Date ‘@1
Ended/Completed On Date &
Registration Date @l
Marked Complete Date* .@I

Add Completed Learning to Learner's Transcript

—P» Use Existing ltem

6. Select the radio button for Search Existing Completed Course Items.

7. Enter a course ID or a course name then click the Search button.

8. NOTE: If the training being added is not in the LMS catalog or already added to
someone else’s transcript, it cannot be found in the LMS as an existing item.
Follow the steps in the Adding A Course Not Found In The LMS Catalog if the

course is not an existing item.
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9. Click the checkbox associated with the course.

= ' =
Search for Items to Add a Completed Learning to Learner's Transcript
Name %Exccl
ID 18222
9 gearch Existing Completed Leaming ltems
~ Search Catalog
Search
Print | Export
Showing 1 out of 1 results
Title Version Description Course 1D
Create a database using Excel to generate the field
names. Learn to use the Data Form to enter the data into
the database. Apply filters to only display the data you
want Learn some of Excel's Advanced functions to ask
BUILDING A 3 =
DATABASE your database a quesfion and receive answers. Leam to
O USING. 1.0 quickly make your data look consistent. Work with Rows  [T8222
CKCEL and Columns to hide and display data as desired. Leamn
multiple ways to sort data and use Import / Export to
bring data in and out of Excel. Analyze your data without
having multiple copies of the same data to look atitin
different ways.
Cancel

10. Enter data into remaining fields as appropriate for the course.
11.Click the Add Learners link.
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Edit Item Added to Completed Learning

ItemEvent Mame
Version

Description

Oftenng Stant Date
EndediCompleted On Date
Registrabon Date

Mawrked

mplite
Stan Time (HH:MM}
End Time (HH:MM}
Duration (HH:MM}
Dedhvery Type
Course I0
Location

Marked Complate By

Other Information

EMRI Training Accre
Indicator (1102}

ditaion

Training Accreditation
Organization Type (1103}

Cowrse ID From Vendor (1105)

EHRI: Training Source Type
Cade (1120)

EHRI Training Purpase Typa
Code (1122)

EHRIL: Trainng Type Sub Code
(1124)

EHRL: Training Credit (1126}

EHRI: Trainng Credit
ion Type Gode (1127)

EHRL: Training Delivery Type
Code (1129)

EHHI: Trainang Credit Type Code
{1131y

Ingtructor Competencies (1200)

Mullilinguial Gourse (1201)

Intemal or Extemal Course
11202)
Training Corification Type
211y
Course Development Cost
1220

EHRI Training Tuition and Fa
Cost(1221)

EHRI Traimng Materials Cost
1222)

EHRI Conlinued Serdce
Agreement Required Indicator
1231

EHRI. Training Duly Howss
{1101y

EHRIL Training Non Duty Hours
1102)

EHRIL Training Travel Cost
1104)

EHRI Training Nongowememenl
Contrigution Cast (1105

EHRIL Training Travel Indicator
(1106)

EHRI Conlinued Serdce
Agreement Expiration Diate
(1230)

Use Exdsting ltem

BUILDING A DATABASE USING EXCEL

and Columns 1o il splay i ed Leam multiple
ways to sort data and use Import/ Expont 1o bring data in and out of
Excel. Analyze your data without having mulbple copies of Me same
data to look at it i different ways.

040112015

&
0410112015 =]
04/01/2015 [
04101/2015 m
09:00

1200

03.00

Traddional Classroom =

nmezzz

MIH

MIHLEARNINGADMN (&7

Non Applicaibile

Govemment Internal

ProgramMission Ghange

Information Technology

Tracwional Classroam (no technology)

Internal

Mo -

Continuing Education Credits

Mo ftems found

Learners

Mo items found

Competencies

Ma items found

Notes

Ma items found

— Add Leamers

Save Cancel
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12.Enter search criteria for the learner(s) to receive credit for the course then click
the Search button.

13.Click the checkbox associated with the learner then click the Select button.

Supervisors: you can easily display all of your staff by entering your legin ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search" button.

Population* Internal IZ| First Name NIH
Last Name Learner Person ID
™

Usemame Manager =)

(1 Il
Organization & Location &

I
Domain & Person Type |Z|
Security Roles  -Select One- |Z| Include All Suborganizations [

-  Search
Select
People Print | Export

(] First Name Last Name Username Person Type Person ID Organization Location Manager

NIH Learner NIHLEARNER  Other 00165395 HMNAMEG NIHMANAGER

—»-[

— Select Close

14 .Delete the zero from the Score field.
15.Click the Save button.

Learners Add Learners | Modify Table
Name  Start Date Date Marked Complete  Score Grade Completion Status Actions
NIH " "

01 | 01 [ .
N . 04012015 E  o4012015 & Successful Delete

Ao

Competencies

Mo items found

MNotes

Mo items found

—p Save Cancel

16. The course will now become part of the learner’s completed course items.
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‘ADDING A COURSE NOT FOUND IN THE LMS
1. Click the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access! - v B | .NIH)] NIH LearningAdmin

2. Click Learning Administration in the left menu.

Offerings Title Course ID

El Audience Type/Subtype @l

Subscription Orders Dromain

AR o
Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources

Continuing Education Plans

Learning Administration s
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3. Select Completed Learning in the left menu.
4. Click the Add Completed Learning link.

o Completed Learning
Resources
Continuing Education Plans Manage completed learmning for people.

Learning Administration

’ Advanced Search
Current Learning

i Person Names ~ B
Completed Learning _4
Certifications
Curricula >
Continuing Education
Search
Crder History

Legacy Assessments .
Completed Learning =P Add Completed Leaming

Knowledge Base

5. Enter the following data:

¢ Item/Event Name — The actual name of the course, workshop, conference,
etc.

o Dates — Marked Complete Date is required. This date shows up on the

certificate. Enter all dates if known.

Time — Uses 24 clock and must be entered in a ##:## format.

Delivery Type — Enter the method of delivery.

Course ID — The unique course number associated with the course.

Location — Enter the location of the training.

Marked Complete By — Enter the administrator that is adding the course.

Add Completed Learning to Learner's Transcript
For information on EHRI values, please refer to the OPM Guide to Data Standards.
Use Existin

ltem/Event Name* UMD College Course

Description Graduate course.

Character Limit: 1000
Remaining character count: 954

Offering Start Date 04/01/2015 &
Ended/Completed On Date 04/01/2015 &
Registration Date 04/01/2015 &
Marked Complete Date* 04/01/2015 &
Start Time (HH:MM) 11:00

End Time (HH:MM) 13:00

Duration (HH:MI) 02:00

Delivery Type Instructor led -
Course ID* UMD1001

Location UMD College Park
Marked Complete By NHLEARNINGADMIN (&7
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Add EHRI data in the Other Information section.

IMPORTANT! All EHRI values included at the bottom of this page should be
validated. If any of the values are incorrect, the transcript item should be
cancelled and the values corrected in the LMS course catalog by an LMS
Learning Administrator. (See Appendix B for explanations of data fields required

for EHRI reporting.)

Other Information

Training Accreditation
Organization Type (1103)

Course ID From Vendoar (1105)
EHRI: Training Credit (1128)

EHRI: Training Credit
Designation Type Code (1127)

EHRI: Training Delivery Type
Code (1129)

EHRI: Training Credit Type Code
(1131)

Instructor Competencies (1200)
Multilingual Course (1201)

Internal or External Course
(1202)

Training Certification Type
{1211)

Course Development Cost
(1220)

EHRI: Training Tuition and Fees
Cost (1221)

EHRI: Training Materials Cost
(1222)

EHRI: Continued Service
Agreement Required Indicator
(1231)

EHRI: Training Accreditation
Indicator (1102)

EHRI: Training Source Type
Code (1120)*

EHRI: Training Purpose Type
Code (1122)

EHRI: Training Type Sub Code
(1124)

EHRI: Training Duty Hours
(1101)

EHRI: Training Mon Duty Hours
(1102)

EHRI: Training Per Diem Cost
(1103)

EHRI: Training Travel Cost
(1104)

EHRI: Training Mongovernment
Contribution Cost (1105)

EHRI: Training Travel Indicator
(1106)

EHRI: Continued Service
Agreement Expiration Date
(1230)

NA

UMDCP1001
0

Other -

Traditional Classroom (no technology) «

NA (Mot Applicable) -

External -

NA

450

80

NA

Mon Applicable -

Non-government

Develop Unavailable Skills A

Leadership Development Program

Mo -

NA
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ADDING A FIELD OF STUDY FOR CLP TRACKING
1. Click the Add Field Of Study link.

Continuing Education Credits

=P Add Field of Study
Mo items found

Learners Add Learners

Mo items found

Competencies Add Competencies

Mo items found

Save Cancel

2. Locate the field of study and enter the number of credits.
3. Click the Save button.

Add Credits by Field of Study

Field of Study* NIH Supervisory CLF &

Default Credits* 8

Credits by Job Roles Add Job Role

Mo items found

Learners who do not have any associated role receive default credits.

—p Save Close

4. The field of study will now be added to the course.

Continuing Education Credits

Add Field of Study

Field of Study Description Default Credits Actions

MNIH Supervisory Continuous learning points for supenvisory g Edit
CLPs training; designated by NIH Delete
Learners

Add Learners
Mo items found

Competencies Add Competencies

Mo items found

Save Cancel
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ADDING LEARNERS TO RECEIVE COMPLETED COURSES
1. Click the Add Learners link.

Continuing Education Credits Add Field of Study

Mo items found

Learners - Add Leamners

Mo items found

Competencies Add Competencies

Mo items found

Save Cancel

2. Enter search criteria for a learner then click the Search button.
3. Click the checkbox associated with the learner then click the Select button.

Search Person, Internal

Supervisors: you can easily display all of your staff by entering your legin ID into the "Manager™ field, click
the Magnifying Glass graphic, and then clicking the "Search™ button.

Population® Internal |Z| First Name MIH
Last Mame Learner Person ID
il

Username Manager ’f-il

= =
Organization & Location &)

. =
Domain & Person Type Other B
Security Roles  -Select One- |Z| Include All Suborganizations [

—Pp  Search
Select
People Print | Export

] First Name Last Name Username Person Type PersonID Organization Location Manager

NIH Learner MNIHLEARNER Other 00165395 HNAMG NIHMANAGER

f

—_— Select Close

4. The learner will now be added as a recipient of the completed course.

5. Remove the zero in the grade column before saving.
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ADDING COMPETENCIES TO A COMPLETED COURSE
1. Click the Add Competencies link.

Continuing Education Credits Add Field of Study

Mo items found

Add Leamners | Maodify Table

Learners
Name  Start Date Date Marked Complete  Score Grade Completion Status Actions
Eé::rner 04/01/2015 I\@ 04/01/2015 I\@ Successful - Delete
Competencies — Add Competencies
Mo items found
Save Cancel

2. Type the name of the competency then click the Search button.
3. Select the competency level from the pull-down menu.
4. Click the checkbox associated with the competency.

Add Competencies

Mo Competencies are attached to Offering:

Mo items found

Choose Competencies from the Search

Competency Name: =P NIH Management

— Search

Print | Export

Competency Name Competency Level

] MIH Management Analysis Fundamental AwarenessE

t 4

5. Click the Done button.

Done
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Add Competencies

Mo Competencies are attached to Offering:

Print | Export | Modify Table
Competency Name Competency Level Actions
MIH Management Analysis Fundamental Awareness Delete

Choose Competencies from the Search

Competency Mame: NIH Management

Search

_P Done

6. The competency will now be added to the completed course item. Repeat

these steps to add additional competencies.

Continuing Education Credits Add Field of Study

Mo items found

Learners Add Learners | Modify Table
Name  Start Date Date Marked Complete  Score Grade Completion Status Actions
Esl,-';mer 04/01/2015 '@ 04/01/2015 '.@il Successful Delete
Competencies Add Competencies | Modify Table
Name Competency Level

MIH Management Analysis Fundamental Awareness

—_fp  Save Cancel

7. The course will now be added to the learner’s list of completed courses.
Please view the complete courses to make sure the course was saved

properly.
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REPORTS

GENERATE REPORTS

Learning Administrators have access to a variety of reports in the LMS. Reports
can be generated, exported, printed, emailed and subscribed to if desired. The
reports that are available for the roles of Learning Administrator and Content
Administrator are unique to the specific role used to access them.

Follow the instructions below to run a report in the LMS.
1. Click the Admin Icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access! b lNlH)"J NIH LearningAdmin

2. Click Reports in the left menu.

e Courses
Offerings Title Course ID
oed aull
Subscription Orders Domain |&| Audience Type/Subtype &

Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
FPackages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools
Pricing

Reports fm—
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Enter the name of the report in the Name field.
Click the Search button.
Click the Actions link in the Actions column.

o g kW

Click Execute in the popup window.

NOTE: To see a list of all the available reports in the LMS, click the Search button
without entering any other criteria.

All reports are assigned to categories. To view all of the reports in a category,
select the category from the category pull-down menu and then click the Search
button.

The HHS Custom Reports Category contains all of the reports that have been
custom designed for NIH and all of HHS.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions link for options)

L _

MName HHE Training Completion / Category  Sclect One -
Report Template "i’

Configure | Save Search Query Actions
Search
Emall

EA:L;u.x:"_
Reports Print | Export | Modify T; Subscribe
Name Report Template  Description Engine Type Actic
£33 Custom reportthat displays
HHS Training _ 5 : 3
Completion HHS Training transcript detail based on 3 Managed Actions

Completion Detall required parameters and 4 Report
optional parameters

Detail

7. Enter parameters required to run the report.

8. Enter report parameters into the appropriate fields. The parameters will vary
depending upon the report being run.

IMPORTANT! Fields labeled with red letters are required in order to run
the report.

NOTE: Many reports will use the organization code as a required parameter.
Use the % symbol to include sub-organizations.

9. Click the Generate Report button.
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Course Title (Equivalents incl. in
results)*

The No FEAR Act

—

&

Report Parameters - HHS Training Completion Detail

Completion Start Date™ 04/01/2013 ﬂ
Completion End Date® 04/01/2013 &
Organization ID (Use % to include  HNAM%

sub-orgs)*

EOD Start Date (mm/dd/yyyy)

EOD End Date (mm/ddfyyyy)

Person Type -Select One- -

Person Status -Select One- -

Generate Report Cancel

—

10.You will now see a report similar to what is shown in the graphic below.

NOTE: Depending on the amount of data being pulled, some reports may take
longer than others to run. Try using a subscription or email the report to yourself to
reduce waiting times.

HHS Enrollment Snapshot Report

i
]
S

Offering Owner:

Course ID: NIHLMS00001
Domain:

From Date: 04/01/2018

To Date: 0473012015

Course ID Offering ID Start Date Max # # #
Cnt Approved Pending Waitlisted Approval
Not
Required
NIH LMS Training Sample NIHLMS00001 00085133 Daw22014 500 2500 000 0.00 0.00 0.00
MNIH LMS Training Sample NIHLMS00001 00085168 04092015 500 2500 000 0.00 0.00 0.00
MIH LMS Traiming Sample MIHLMS00001 00085169 p4ME2015 500 2500 0.00 0.00 0.00 4.00
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‘ EXPORT A REPORT

Once a report is generated, it can be exported from the LMS into other file
formats. Of these, “Adobe Acrobat — PDF” and “Microsoft Excel 97-2000 — Data
Only (XLS)” are the most commonly used.

Follow the instructions below to export an LMS report.

1. While viewing an LMS report, click the Export button in the Reports Menu
Bar in the upper left-hand corner.

" j-"’l_"q "'3 Group Tree 1 /1 |1UU% |" | |LR"

2. Select the file format you want to export the report data into from the
File Format pull-down menu.

NOTE: The following two formats are the most commonly used:

e The Adobe Acrobat (PDF) format will export a report ready for printing
or to be saved and emailed.

e The Microsoft Excel 97-2000 — Data Only (XLS) format will export
a report ready to open in MS Excel so you can work with the data.

3. Select the range of pages that should be exported. All pages in the report
will be exported unless a specific page range is defined.
NOTE: The Page Range option during export is not available for all export
formats.

4. Click Export.

Export b4

File Format
Microsoft Excel (97-2003) Data-Only
Page Range

—*4

@ All Pages
Select Pages

From To

—b'|_ Export |

5. You will be prompted to open or save the file.
a. Clicking Save will allow you to save the file before opening.
b. Clicking Open will open the data in the chosen format.
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r B
File Download [

Do you want to open or save this file?

@ j Mame: CrystalViewer.xls
H]

Type: Microsoft Excel 97-2003 Warksheet
From: testlearning.hhs.gov

Qpen ][ Save ][ Cancel ]

I'.-_RI While files from the Intemet can be useful, some files can potentialty
@ harm your computer.  you do not trust the source, do not open or
= save this file. What's the risk?

|SAVING AN EXPORTED REPORT

1. While viewing the File Download popup window, click the Save button.

r B
File Download [

Do you want to open or save this file?

@ j Mame: CrystalViewer.xls
[H

Type: Microsoft Excel 97-2003 Worksheet
From: testlearning.hhs.gov

Open ][ Save ][ Cancel J

¢

I'.._MI While files from the Intemet can be useful, some files can potentially
@ harm your computer. f you do not trust the source, do not open or
- save this file. What s the risk ¥

2. Select a location in which to save the file and give it a meaningful name.
3. Click the Save button.

Page | 184



| Save As MW

e |- Dcckiope - | 44 | | Search Desktop o

Organize v New folder Bz o
: [

i Favorites Tl
Bl Desktop - Libraries

4. Downloads

MNarme Size Item type Date maodified iz

=l RecentPlaces  |_| M Computer

m

& Google Drive ?ﬂ Metwork

| 4 Libraries

3 Documents
J‘l Music -
[ Pictures

E Videos

18 Computer
&L Local Disk (C) [ s

File name: i E .

Save as type: ’Microsoft Excel 97-2003 Worksheet V]

# Hide Folders —’[ Save J [ Cancel ]

S

4. You will receive a prompt when the download is complete. Click Open to open
the report file you just downloaded.

r '
Download complete [ESREER

i
o [

= Download Complete

CrystalViewer.xls from test.learning hhs.gov

Downloaded: 10.5KE in 1sec
Download to: C:hUsersvhughesba®.. \Sample Report xs
Transfer rate: 10 5KB/Sec

[] Cloge this dislog box when download completes

—P’ Open ] [Dpen Folder ] [ Close ]
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|PRINT A REPORT
1. While viewing an LMS report, click the printer icon in the Reports Menu Bar.
[ P[S][F2 Grawetres « « [t Jr1 » » [[t00% |- | | 8]
2. Select a printer to receive the report.
3. Click the Print button.

(i 12 [
Print Setup S— _.....
—Printer
Mame: HP LaserJet P2050 Series PCLS - Preferences |
Status: Ready
Location:
Comment:
—Page Range
Al Number of copies: I i E
= Current Pa
Current Page F Collate
" Pages: I
Enter page numbers and or page ranges EE !E
separated by commas. For example, 1,5-12
—Printer Paper
Size: ILetter L! i
Source: Inutomah'cally Select L!
E — E —Options
______________________ Page Scaling:
lDo Mot Scale Report Page ;I I
v Center the
Report Page Size: ¥ Center the Page
[™ Fit Horizontal Pages to One Page
Letter
[T Prink Flash Gbjects for Current Page

_> Print I Cancel | Apply |

% = 4

5. The report will now be printed on the selected printer.
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EMAIL A REPORT

The LMS allows reports to be emailed, on-demand, to any valid email address.
Those who receive the email do not need to log on or have access to the LMS in
order to view the emailed report.

1. Click the Admin Icon.

HHS Learning Portal

§ The Joy of Learning Enabled Through Access| | L ¢ o B | .NII-I)] NIH LearningAdmin

2. Click Reports in the left menu.

3. Enter the name of the report in the Name field.
4. Click Search.

5. Click the Actions link in the Actions column.

6. Click the Email link in the Actions popup window.

Catalog Re po l'l'.S
Resources
Continuing Education Plans Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hove

Learning Administration

i
Legacy Assessments
Knowledge Base

Mame —p= hhs enrollment Category -Select One- x

Production Repasitory Report Template @

Content Tools
Configure | Save Search Query

Pricing —»  Search Actions
Reports Email s
int 0 b i Execute

Subscriptions

Name Report Template  Description Engine Type Actit

This report returns a snapshot of roster
details for offerings of a given owner,

HH3
course or domam in a given date range.
Enroliment  HHS Enrollment - ot . Managed o
o = Note: One of the lollowing parameters Actions —
22;';;"“' Snapshot Report shall also be required: Offering Owner, Report

Course |0, Domain. The Date range not
to exceed one year.

7. Enter one or more recipient email addresses in the To field. (Separate multiple
emails with either a comma or semi-colon)

8. Modify the Subject and Mail Text (the email body) fields to appear as you
want them in the email.

9. Choose a Report Format from the report format pull-down menu.
10. Enter all remaining report parameters.

11.NOTE: The remaining parameters will vary by report. All fields labeled with red
letters require data to email the report.

12.Click the Preview button to see the report based with the parameters you
entered.

13.Click the Send button to send the report to the email recipient(s).
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Email HHS Enrollment Snapshot Report
Run Reports > Email HHS Enro...
To Email Address(es) (Erter one  NIHLearner@nih.gov -
or more email addresses
separated by semi-colons (;).
Example: jdoe@email.com; %
msmith@email.com)” Character Limit:255
Subject HHS Enrollment Snapshot Report
Mail Text* From NIH Learning Admin -
Character Limit:255
Report Format® Acrobat Format (PDF) -
Select one of the following: 7
g Caics NIHLEARNINGADMIN &
Course ID 2’
Domain &,’
Erom Date* Fixed Date -
Enter Date 04/01/2015 =
To Date* Fixed Date -
® Enter Date  04/30/2015 [
Preview Report Send Cancel

12. The report will be sent to all people with valid emails in the To field.
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SUBSCRIBE TO A REPORT

Report subscriptions in the LMS allow reports to be emailed at scheduled
intervals, to any valid email address. Those who receive the email do not need to
log on or have access to the LMS in order to view the emailed report.

1. Click the Admin Icon.

¥2 HHS Learning Portal

§ The Joy of Learning Enabled Through Access| | L ¢ o B | .NH-I)] NIH LearningAdmin

2. Click Reports in the left menu.

3. Enter the name of the report in the Name field.

4. Click the Search button.

5. Click the Actions link in the Actions column.

6. Click the Subscribe link in the Actions popup window.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions link for options]]

Mame hhs enroliment Snapshol dp=—— Category  -Select One.
Report Template 9f
Configure | Save Search Query
=  Swearch Actions
Reports Ema
int | Export | Modify T Ex#cute
Subscriptions Name Report Template  Description Engine Typs Acti

This report retums a snapshot of roster
details for offerings of a given owner,

HHS eourse o domain in a given date range

Enroliment HHS Enroliment . Managed
s by ** Mote. One of the following parameters ACTONS e
i‘;:;‘;;ﬂm Snapshot Report shall alsa be requined: Offenng Cwner, Repon

GCourse 0, Domain. The Date range nat
to excead one year.

7. Click the New Report Subscription link.

NOTE: Any previously created subscriptions for this report will be listed in the
table.

Report Subscription for HHS Enrollment Snapshot Report

Run Reports > Report Subscri...
Report Subscription — New Report Subscription

Mo items found

8. Enter parameters for at least all fields that are required. These fields are
labeled with red letters. It is recommended that you include yourself as a
recipient to ensure the subscription is running at the designated intervals.
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Report Subscription for HHS Enrollment Snapshot Report
Run Reports > Report Subscri... = Report Subscri...
Report Subscription Name* Weekly Shapshot Report
Description* Snapshot of LMS Training Sample
Select one of the following: 7l
et it NIHLEARNINGADMIN &
Course ID &’
Domain &
From Date* Fixed Date -
Enter Date 04/01/2015 Eﬁ
To Date* Fixed Date -
Enter Date 04/30/2015 ﬁ
To Email Address(es) (Enter one  ihlearner@nih.gov A
or more email addresses
separated by semi-colons (;).
Example: jdoe@email.com; ¥
msmith@email.com)* Character Limit:255
Subject” HHS Enroliment Snapshot Report
Mail Text® From NIH Learning Admin -
Character Limit:255
Report Format® Acrobat Format (PDF) -
Occurs © Daily Occurs Weekly
@ Weekly Every* 1 week(s)
2 Monthly Mon [ Tue ] Wed [ Thu [ Fri 7 Sat [ Sun
Frequency @ Once Frequency-Once
O Every 1 Hour(s) ~ Start Time* 07 200 ®am  pm.
Start Date® 04/01/2015 [
Preview Report Save Cancel

NOTE: It is recommended that you include your name in the Mail Text section so
that the recipients know who the report came from. Reports are sent
automatically by the LMS and will not have the creator’s information attached to
it.
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SELECTING THE OCCURRENCE OF A REPORT SUBSCRIPTION

Report subscriptions can be set up to send the report at various intervals of
occurrence. They are Daily, Weekly and Monthly. Make your selection based on
the information below.

Daily Occurrence — This option allows the report to be sent out by a specific
number of days. The picture below shows a report subscription set to run every
five days.

Occurs @ Daily Occurs Daily
O Weekly Every* 1 day(s)
2 Maonthly

Weekly Occurrence — This option allows the report to be sent out on specific
days of the week on a weekly cycle.

Occurs " Daily Occurs Weekly
9@ Weekly Every* 1 week(s)
2 Monthly @ Mon 7 Tue | Wed [ Thu [ Fri [/ Sat [ Sun

Monthly Occurrence — This option allows the report to be sent out on a specific
date within a month on a monthly basis.

Occurs Monthly
Occurs () Daily

Lt '-3
(7 Weekly Eyery 2
= Monthly

' ';mnnm[sj

or® "1 El:lay of the month

SELECTING THE FREQUENCY OF A REPORT SUBSCRIPTION

Reports can be sent at various frequencies however it is recommended to use the
default setting of “Once” for all report subscriptions.

The Start Time should be set to off-peak hours. It is recommended that
subscriptions be set to run before 8AM or after 5PM.

Following these guidelines for setting the frequency of a report subscription will
help to improve the overall LMS responsiveness for all users during normal
business hours.

Frequency @ Once Freque ce
O Every 1 Hour(s) ~ Start Time* 07 : 00 ®am C pm
Start Date* 04/01/2015 &
Preview Report Save Cancel

The Start Date is the date that the report subscription becomes active. It is not
the date that the report will be sent. Those parameters are determined in the
occurrence section.
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SAVING A REPORT SUBSCRIPTION

1. After all report subscription parameters have been entered, click Preview
Report to see the report as it will appear. Verify that the report contains the
correct data. If not, close the report and adjust the parameters that were

previously entered.

2. Click Save to activate the report subscription. The report will be sent to email

recipients entered at the times designated.

Frequency @ Once Frequency Once
Every 1 Hour(s) - Start Time* 07 . 00 ® am. C pm.
Start Date® 04/01/2015 &
Preview Report Save Cancel

LOCATE AND EDIT A SUBSCRIPTION

Once a subscription is created, it can be edited or deleted at any time. Follow
the instructions below to locate your subscriptions for edits or to delete them.

1. Click the Admin Icon.

g HHS Learning Portal

’ The Joy of Learning Enabled Through Access!

2. Click Reports in the left menu.

st Courses
Offerings Title Course ID
Subscription Orders Domain & Audience Type/Subtype

Subscription Order History Configurs | Save Search Quary

Search
Earsy Enlry Templates

Session Templates Course
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certhcate Template Keywords
Categories
Certifications
Curmicula
Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools

Pricing

Heparls af—

New Course

3. Click Subscriptions in the left menu.
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4. All the subscriptions you have created will be displayed in the Report
Subscription table.

5. Click the Actions link in the Actions column associated with the report
subscription.

c. Click Edit to return back the Report Subscription Parameters
screen and make edits to the subscription.

d. Click Delete to cancel the subscription.

Catalog = =
i Report Subscriptions
Resources
Contnuing Educat Flans Catalo Content
oot b s g _ﬂons
Learning Administration ki
Report Subscriptions Print | EX  Dalate -—
Report Mame Subscription Actions
Production Repository
HHE Enraliment Snapshot Repaort Weekly Shapshot Report Actions et=—
Content Tools
Pricing
Reports
Reports
Subscriptions
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HELPFUL INFORMATION

LINKS AND RESOURCES

e HHS Learning Portal log on

page
https://Ims.learning.hhs.gov

e HRSS Help Desk
Submit a help ticket:
https://nihohrweb.nih.gov:1010/WiTS IntraHR/index.aspx

HRSS Hours of Operation: Monday through Friday: 8:00 AM to 4:30 PM

¢ NIH Training Center
website
http://trainingcenter.nih.go
i

e HRSS LMS Support website
(Tip sheets, Online Manuals, LMS Resources, etc.)
https://hr.nih.gov/hr-systems/Ims
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APPENDIX A — ORGANIZATION CODES

Organization (org) Codes are also referred to as SAC Codes

HN  All of NIH

HNA D) Immediate Office of the Director
HNB (NIAMS) National Institute of Arthritis and Musculoskeletal and Skin Diseases
HNC (NCI) National Cancer Institute

HND
HNE

HNF (FIC) John E. Fogarty International Center for Advanced Study in the Health Sciences

(©

(

(

(NCCAM) National Center for Complementary and Alternative Medicine

(

(
HNG (CSR) Center for Scientific Review

(

(

(

(

(

NCMHD) National Center on Minority Health and Health Disparities

HNH (NHLBI) National Heart, Lung, and Blood Institute
HNJ (CC) Clinical Center

HNK
HNL

HNM (NIAID) National Institute of Allergy and Infectious Diseases
HNN (NIA) National Institute on Aging

HNP (NIDCR) National Institute of Dental and Craniofacial Research
HNQ (NINDS) National Institute of Neurological Disorders and Stroke
HNR (NCRR) National Center for Research Resources

HNS (NIGMS) National Institute of General Medical Sciences

HNT (NICHD) National Institute of Child Health and Human Development
HNU (CIT) Center for Information Technology

HNV (NIEHS) National Institute of Environmental Health Sciences
HNW (NEI) National Eye Institute

HN2 (NINR) National Institute of Nursing Research

HN3 (NIDCD) National Institute on Deafness and Other Communication Disorders
HN4 (NHGRI) National Human Genome Research Institute

HN5 (NIAAA) National Institute on Alcohol Abuse and Alcoholism
HNG6 (NIDA) National Institute on Drug Abuse

HN7 (NIMH) National Institute of Mental Health

HN8 (NIBIB) National Institute of Biomedical Imaging and Bioengineering
HN9 (NCATS) National Center for Advancing Transitional Sciences

NIDDK) National Institute of Diabetes and Digestive and Kidney Diseases
NLM) National Library of Medicine
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APPENDIX B - ENTERPRISE HUMAN RESOURCES INTEGRATION (EHRI) FIELDS

LMS REQUIRED FIELDS EHRI REQUIRED FIELDS

NON REQUIRED FIELDS

FIELD NAME

Item/Event Name*

DESCRIPTION

Item or Event Title

SAMPLE ACCEPTED VALUES
Microsoft Excel 2007 for PC Users

Description

Description of the Item or Event entering
Character limit: 1000

This class will expand the learner’s knowledge of
Microsoft Excel 2007.

Offering Start Date Date the class started MM/DD/YYYY
Ended/Completed On Date the class ended MM/DD/YYYY
Date

Registration Date Date the learner registered for the ltem/Event MM/DD/YYYY
Date Marked Complete*® Date the ltem/Event was marked complete by an MM/DD/YYYY

administrator

Start Time (HH:MM) Start time of the ltem/Event 08:30

End Time (HH:MM) End time of the ltem/Event 16:30
Duration (HH:MM) How many hours and minutes the class lasted 07:30

Delivery Type

Method the Item/Event was delivered in

Auditorium, Book, Coaching, Computer Laboratory,
Conference, Correspondence Course, DVD/CD,
Instructor led, Mentoring, Online Training, On the
Job Training, Recorded Online Offering, Satellite,
Scientific Laboratory, TeleConferencing, Traditional
classroom, Video conferencing, Video Tape, Virtual
Class, Web Cast, Workshop
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FIELD NAME

DESCRIPTION

SAMPLE ACCEPTED VALUES

ID* Unique ID that identifies this entry User Initials + Completion Date = JM09132008
where user = Jaime Martinez and Completion Date =
09/13/2008

Location Location where course was taken. It could be a Examples: Executive Plaza North or Rockville

building or a city.

Marked Complete by

Search for the username of the person entering
this record (yourself).

At first your username will display but once the
record is saved the field will display your name.

Continued Service
Agreement Required

Indication that an employee is obligated to remain
in service as a stipulation for taking the training

N => No
NA => Non Applicable

Indicator (1231) course.
Y => Yes
EHRI: Training Indicates that the course has been accredited by N => No
Accreditation Indicator an accreditation body. — :
(1102) NA => Non Applicable
Y =>Yes

Training Accreditation
Organization Type (1103)

The name and description of the accreditation
organization

Leave empty if unknown.

Course ID From Vendor
(1105)

The course ID as assigned by the vendor

Leave empty if unknown.

EHRI: Training Source
Type (1120)

Source of the training which has been completed
by the employee.

Foreign Governments and Organizations;
Government External; Government Internal;
Government State/Local; Non-government

EHRI: Default Training
Purpose (1122)

Code representing the purpose of the training
completed by the employee

Develop Unavailable skills; Future Staffing Needs;
Improve Present Performance; Mandatory Training;
New Work Assignment; Program/Mission Change;
Retention




FIELD NAME

EHRI: Default Training
Type (1124)

DESCRIPTION

Code for the type of training which has been
completed by the employee.

SAMPLE ACCEPTED VALUES

Acquisition; Adult Basic Education; Agency Required
Training; Basic Computer Training; etc.

There are more options available in this drop-
down

EHRI: Training Credit
(1126)

Amount of academic credit hours or continued
education units earned by the employee for the
completed training. This should match either
credit hours or CPE hours. This value is used for
reporting to EHRI.

If amount of credit is known, input the number. If not
available or not applicable input 0.

EHRI: Training Credit
Designation Type (1127)

Code for the type of academic credit hours or
continued education units earned by the employee
for the completed training course.

Continuing Education Units, Graduate Credit; NA;
Post Graduate Credit; Undergraduate Credit

EHRI: Training Delivery
Type (1129)

Code for the type of training delivery for the
training course completed by the employee.

Blended; Conference or Retreat; Correspondence;
Instructor Lead; On the Job; Technology based

EHRI: Training Credit
Type Code (1131)

Code representing the type of credit hours the
employee received for the completed training.

CPEs; Continuing Education Unit; NA; Quarter
Hours; Semester Hours

Instructor Competencies
(1200)

Description of areas the instructor should be
competent in to teach the class.

If don't have any particular information on
competencies for the instruction, leave empty.

Multilingual Course (1201)

List of alternate languages for the course

Input the name of the other language the course was
provided in. If not known or if it wasn't delivered in
another language, leave empty.

Internal or External
Course (1202)

Determine if the course is external or internal to
the organization

External, Internal

Training Certification Type
(1211)

Enter the type of certification earned after
completing the course.

If any available enter the name of the certification, if
don't know or if no certification was earned, leave
empty.
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FIELD NAME

Course Development Cost
(1220)

DESCRIPTION

The cost for developing the course. This only
applies for internally developed courses the
Federal Organization sponsored.

SAMPLE ACCEPTED VALUES

If no cost were incurred, leave empty.

EHRI: Estimated Training
Tuition and Fees Cost
(1221)

The cost of the training tuition and fee for training
completed by the employee that was paid for by
the Federal Government.

Enter the total cost paid for taking the course, if none
available or no cost were incurred, input 0.

EHRI: Training Materials
Cost (1222)

Cost to the Government for the training materials
used during the training unit completed by the
employee. This includes all direct costs
associated with purchasing the training materials
used by the employee that is in addition to the
tuition cost. It can include but is not limited to
costs of supplies, cost of equipment, and cost of
software used by the student during the training
event.

Enter the total cost of training materials, if none
available or no cost were incurred, input 0.

EHRI: Continued Service
Agreement Required
Indicator(1231)

Indication that an employee is obligated to remain
in service as a stipulation for taking the training
course.

N => No
NA => Non Applicable
Y => Yes

EHRI: Training Duty Hours
(1101)

Number of employee duty hours the employee
used to complete the training unit.

Enter the amount of duty hours, if none available or
none duty hours were used, input 0.

EHRI: Training Non Duty
Hours (1102)

Number of employee non-duty hours for the
completed training course.

Enter the amount of non duty hours, if none available
or none duty hours were used, input 0.

EHRI: Training Per Diem
Cost (1103)

Cost of the per diem (meal, lodging, misc.
expenses) for training completed by the employee
that was paid for by the Federal Government.

Should be entered as a dollar amount for the
individual, with two decimal places. If unknown or if
no per diem was allotted, input 0.00

EHRI: Training Travel
Cost (1104)

Cost for the travel, excluding per diem, for training
completed by the employee that was paid for by
the Federal Government

Should be entered as a dollar amount for the
individual, with two decimal places. If unknown or if
no travel cost was allotted, input 0.00




FIELD NAME

EHRI: Training
Nongovernment
Contribution Cost (1105)

DESCRIPTION

Cost contributed by the employee or other non-
government organizations for the training
completed by the employee.

SAMPLE ACCEPTED VALUES

Should be entered as a dollar amount for the
individual, with two decimal places. If unknown or if
no nongovernment contribution was allotted, input
0.00

EHRI: Training Travel
Indicator (1106)

Indicates if the employee traveled to attend the
training course.

Y=Yes
N=No,
NA=Non Applicable

EHRI: Continued Service
Agreement Expiration
Date (1230)

The date to which an employee is obligated to
remain in service as a stipulation for taking the
training course.

If date applicable, enter it in the following format:
MM/DD/YYYY. If not applicable or if unknown, enter
NA.

Continuing Education
Credits

If a field of study has been set up in the LMS for
continuing education credits, you will be able to
select it here.

Choose from availabilities in the LMS

Learners Specify the learner(s) to whose transcript(s) this Name, Score, Grade, Completion Status
item should be recorded
Competencies Specify whether any competencies were gained Choose from availabilities in the LMS and indicate

by the completion of the class

proficiency level attained

Page | 200




A

*‘}l

]

:

NIH
NIAID

|

|

NIH NCI
CBIT

~c1|

:

:

E

:

R{"

g




	LEARNING ADMINISTRATOR
	Introduction
	Learner Profile
	Security Domains
	Security Roles
	Learning Administrator Role
	LMS Terms and Definitions


	Catalog Configuration
	Categories
	Creating Categories
	Deleting Categories


	Managing Resources
	Locations
	Creating Locations
	Adding An Owner To A Location
	Adding Attachments To Locations
	Adding Notes To Locations
	Modifying Locations
	Deleting Locations

	Facilities
	Creating Facilities
	Adding An Owner To Your Facility
	Adding Attachments To Facilities
	Modifying Facilities
	Deleting Facilities

	Rooms
	Creating Rooms
	Adding An Owner To Your Room
	Adding Attachments To Rooms
	Modifying Rooms
	Deleting Rooms
	VIewing Room Availability
	Creating A Calendar Appointment

	Audience Types
	Create An Audience Sub-type
	Add All Users in A Specific Organization/SAC Code
	View All Members Of An Audience Sub Type
	Session Templates
	Creating A Session Template
	Edit And Delete A Session In A Session Template


	Managing Courses
	Course Management Lifecycle
	The Learning Hierarchy
	Enterprise Human Resource Information (EHRI) Data
	Course Setup
	Defining A Course ID
	Creating A Basic Instructor-led Course
	Adding An Owner To A Course
	Add An Audience Type To A Course - Optional

	Learning Assignments Tab
	Adding Online Content
	Learning Assignment Details
	Content Modules Actions
	Edit Assignment Details
	Disable Content Module
	Enable Content Modules
	Delete A Content Module
	Edit Content Module Details
	Configure Attempts On Content

	Add An Evaluation To A Course - Optional

	Related Info Tab
	Adding Attachments
	Edit An Attachment
	Delete An Attachment

	Add A Category To A Course - Recommended
	Delete A Category

	Adding A Competency
	Delete A Competency

	Adding A Course Prerequisite
	Deleting A Prerequisite

	Adding Equivalents To A Course
	Grouping Items As A Single Equivalent - Optional
	Delete An Equivalent From A Course

	Adding Keywords To A Course - Recommended
	Adding Continuing Education Credits To A Course
	Edit Field of Study
	Delete Field of Study

	Add Learning Recommendations - Optional
	Deleting A Learning Recommendation


	Policies Tab
	Specifying Languages For Courses - Optional
	Deleting A Language

	Specifying Approval Policies For Courses
	Specifying Recurring Registration Policies for Courses
	Specifying Completion Policies For Courses

	Delivery Types Tab
	Add A Delivery Type To A Course - Required
	Edit Delivery Type Settings - Optional
	Main Tab

	Learning Assignments Tab
	Learning Assignments Tab – Adding A Room Resource
	Deleting A Room Resource
	Related Info Tab
	Policies Tab
	Delivery Types – Adding A Drop Policy
	Delete A Drop Policy
	Add An Audience Sub-Type To A Delivery Type
	Adding Seats To An Audience Sub Type
	Editing The Number Of Reserved Seats

	Locating A Course After It Is Created
	Creating A New Course Version – Optional


	Managing Offerings
	Offerings
	Create An Offering
	Edit Offering Details - Required
	Using Offering Deeplinks
	Offerings – Learning Assignments Tab
	Adding A Room Resource - RECOMMENDED
	Related Info Tab
	Policies Tab
	Add A Drop Policy
	Add Audience Type Seats
	Specify Reserved Seats for an Audience Sub Type
	Locating An Offering After It Is Created

	Managing Rosters
	View An Offering Roster
	Add A Learner To A Roster
	Cancel A Learner Registration
	Reschedule A Learner
	Waitlist A Learner
	Promote A Waitlisted Learner
	Add A “Walk-In” Learner To A Roster
	Mark A Confirmed Learner As A “No-Show”

	Closing Out An Offering
	Recording Attendance
	Grant Attendance Manually - Optional
	Record Grades & Completion Status
	Marking An Offering Delivered
	Cancel An Offering

	Learner Enrollments
	View A Learner’s Enrollments
	Mark An Enrollment Complete
	Drop A Learner Enrollment

	Completed Courses
	View Completed Courses
	Edit A Completed Course Item
	Upload An External Document
	Delete A Completed Course Item
	Adding Completed Course Items Using An Existing Item
	Adding A Course Not Found In The LMS
	Adding A Field Of Study For CLP Tracking
	Adding Learners To Receive Completed Courses
	Adding Competencies To A Completed Course


	Reports
	Generate Reports
	Export A Report
	Saving An Exported Report
	Print A Report

	Email A Report
	Subscribe to A Report
	SELECTING THE OCCURRENCE OF A REPORT SUBSCRIPTION
	Selecting The Frequency Of A Report Subscription
	Saving A Report Subscription


	Appendix A – Organization Codes
	APPENDIX B - ENTERPRISE HUMAN RESOURCES INTEGRATION (EHRI) FIELDS

